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* THE NATJONAL CENTER MISSION STATEMENT

The Nationaf Center for, Research in Vocational Education’s mission is .
to increase the ability of diverse agencies, institutions, and organizations
to solve educational [problems relating to individua! career plannmg,
preparatlon and progression. The N,monal Cent?r fulfills its mission by

® Generatmg k owledge through research~

. ® Developing

|

ucational programs an{products ,
® Evaluating individyal program needs and outcomes

® Providing i for/mation/for natioﬁal planning and'poliey
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y FOREWORD

This program evaluation .package Fepresents an important scope of work
undertaken by seven nmember colleges of the National Postsecondary Alliance.
The evaluation material herein has as its purpose program improvement. It

! is designed for use by institutions at the postsecondary level. It provides
community and technical colleges with instructions for planning and
implementing an evaluation program ‘within their institutions, instruments
for obtaining information from key sources, and procedures for their use. .A
final section deals with preparing and reporting evaluation results.

The contrsibutions of the representatives of the seven participating
Alliance colleges in reviewing the material are greatly appreciated. These
persons are Dr. Joseph M. Keller, Brevard Community College; Mr. David
Pipes, Caldwell Community College; Dr. Leon Jones, MidTands Area Technical
College; Dr. Lillian Greathouse, School of Techn1ca1 Careers at Southern
I11inois University; Mrs. Mary Jolley; Trident Technical Col]ege, and Dr.
Dee Martin, Utah Technical College in Provo. . -

I

Apprec1at10n is also expressed to Catharine Warmbrod, Pregram Evaluation
.Project Birector; Jon Persavich, Graduate Research Assoc1ate, and Ann Nunez,
Research Spec1a11st who served as a consulting editor. Final edit was done
by Brenda Sessley in the Field Services Division. :Their contributions to
the project are reflected in this book.

>

T S Robert E. Taylor
[Executive Directdr - .

iy




EXECUTIVE SUMMARY . -

b .

This book was prepared to present an evaluation package that can be
utilized to evaluate postsecondary occupat1ona] education programs at the
local level These materials are designed to gatheér information from the
following sources: consultative teams, advisory committees, admipistrative
and supervisory personnel, instryctors, students and emp]oyers. ach

chapter that deals with these sources .of Anformation contains the foT]owing'

subsections: Goeals and Objectives--defines potential outcomes of that
partfcular aspect of the evaluation process; Procedures for
“Administration--provides 4 suygested step-by-step sequencing of -the tasks
leading to the accomplishment of the objective; Procedures for' Data
Analysis--presents a suggested method for organizing the information gained
into valuable data; Model Instruments and Documents--contains sample .
instruments and documents that have been developed and field tested. Two
additional chapters, one dealing-with cost analysis of occupational
education programy and another with preparing and report1ng evaluation
results, are also presented. j> .

—_—
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- INTRODUCTION - ’ . }'ﬁ 2N
)}‘ -
s . . o,
b - Fva]uatlon of educational programs is essentlal to determine their worth . e
y and to'provide for their continued improvement and effectiveness. Although SV
postsecondary institutions gather much data to meet sbate and federal P

evaluation rehya ements; there has been a need for an evaluation, system
<, designed for use \at the postsecondary institutional level.

To meet this need, seven member colleges of the National.Postsecondary
. Alliance sponsored a project to survey existing material and to select from
this the best and most appropriate material.for their use. This book
contains that material, providing a system, imptementation procedures, _
instruments, and instructions. Users are encouraged to further adapt and

' ‘modify*the materials to their particular institution. .

The word evaluation has many different meanings depending upon the need
it is designed to meet and whether the focus is formative or summative, .
process or product. The working definition used here is ‘as presented by - ‘ "
.Wentling (1980). He defines evaluation as: o ) \ A

The collection of information and judgments to facilitate .
planning, to aid in the improvement of programs, and to meet .

accountability demands.

Wentling (1980) further identifies five outcomes of evaluation that are
significant to the postsecondary institution. They are planning, decision
making, professional development, program improvement, and accountability.

'~
»

1. P]anning ~
'Eva]uatlve information that provides measures of resources,
~— - limitations; and p0551bﬂ41t+eseﬂs—essentﬂa4~ﬂn estabtishing - —— -
and assessing objectives and is useful in planning. Such data
can help instructors determ1ne the worth of an existing scheme
or plan by revealing-its reasonab]eness and goa] achievement

7 level. o - . )
. 7

2. Decision Making R ' Z/

<~

y Decisions, regardless of their magnityde, must be based on a
v certain amount of information. Decisions regarding assignment
of personnel to programs; selection of students; program \
changes, additions or deletions; and those regarding the . : -
selection of alternative*proposals may all require some justifi- . .
. cation. One manner of arriving at defensible decisions is L L

— ' - .
. . . \ .
. \




- A , o . . S
s" - . -
- . * .
. ) . 3 .
. -

P

to gather objective evidence that support the decided action. ,
Decisions based on intuition alone are often difficuit to Jjustify )
whereas those based’ on evaluative information, are often more , . . -
> ., defensible and justifiable to program staff, the administration, '
", and the underwriters of public ,or private instructional programs.
« 'Evaluation information not_only aids in decision making.but in JAN
decision justification. . T : e
. : .
L3 Profess{bna1~0eve]ophent i . SN L

Evaluation gan benefit instructional or*dncillary personnel. .
A-comprehensive evaluation'system that identifies des - . -
ficiencies and ‘strengths in personnel perférmance wjll be .
helpful, in promoting desired behaviora]aﬁyanges. Many times - )
the evaluation of faculty is conducted.o 1y to bestow-tenure s
ang promotions or..to meet governing board mandates. However, E
staff performance is probably the most important contributor

to the success of a program, and evaluation is invaluable to the
improvement of this critjcal element. Not only will evalua-

tion work' to upgrade evaluated staff,.but staff members who are
involved in the evaluation and its procedures will.gain a N -
© measure of evaluative expertise to help.them plan and evaluate - -
~ their own activities.. In this respect, participation in evalua-
tigh is viewed as a professional development-activity.

4. Program Improvenient

&~ Evaluation-of programs will nearly always contribute to better .

) service for students, if the evaluation offers both .

value judgments regarding what is happening within the program

"* and consultative suggestions for program improvement.- The °

© improvement of programs and offerings is the most, important - X ~
* + goal that evaluation can assume. To supply Gnformation for ) .
. planning and decision“making and to assess the current program
the evaluation ‘activities should identify the«actions; compo~
nents, or characteristics tﬁhg promoted desired or undesired
outcomes..;pnce program deficiencies have been identified,."
corrective action may be taken.. Processes or. components that
have been found to .contribute to a program’s success may be - _
adapted to other programs or to other portions of the same .

program. . ) . ] . )

~
-

t 5. Accéuntability o s : ’ : ’ t . S \

r . R

" Both the private and public sectors demand évidence that . T 3
current educational programming outcofies are worth their -
- . investment. Just as Wall Street brokers assess a return - - -
*on their investments, the taxpdyers and the |stockholders =~
" evaluate their investment in public.and priv te education.

- . -
'




. Educational accountability requires a presentation of predram
' * results (e.g., placement of students in jobs, achievement
. .scores, increased sales, more *effective management) in rela-
. tion to incurred costs and Fstab]1shed objeg¢tives. From an
internal perspective these ‘accountability measures can aid
program managers and admin1strators.€y he]p1ng to justify
_ their decisions regarding the expansion, deletion, or
. . revision' of existing programs. A well-conceived evaluation
program or system within an education or training institution
helps meet this accountability requirement.

\ -

« - -
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S CHAPTER TWO ‘ ) -
. THE EVALUATION RATERIALS: AN OVERVIEW : .
. . oL . L
ot The evallation materials presented an this document are patterned after .
and.contain/sections taken directly from Project LEAP (Local Educational ‘

Assessment ‘Program) which was developed at a postsecondary institution, the

Athens Area Vocational-Technical Schaol. Project LEAP was funded by the

Georgia Department of ‘§ducation, to provide institutions with’ a mechai¥sm

for improving the ‘educat ional process ‘for the'1nst1tut1oh the programs, and 3 .

the individuals involved. . - .
The evaluation materid]s bresented here are igtended to be:
. . ' ’ .

segments of the educational community;
o "cyclic"--allowing for continuous assessment of
( neéds and continuous growth activities;
- 4 'S
"valld"--one that was based on the modification of proven e
7 assessment 1nstruments and technlques, . ‘

° Wusab]e.--exportable and implementable by 'current.

staff; i

useﬂﬂT"--meeting the accountability requirements of
federa] state, and local demands--and providing
1nstﬂtut10ns a mechanism for improving the educiationad
process for the institution, the programs and the
individuals. .

o "comprehensive"--encompassing perceptions from all <,

. : ‘
|
|
|
\
|
|
|
|
|

‘In using thése evaluatioh materials, information may be gathered from .
one- more of the following primary sources: consultative teams, advisory .
commitsees, administrative and 5uperv1sory personne] students and " .
efployers, and instructors. Each primary source is the focus of an
individual chapter within this documént. These particular information-
gathering chapters aré internally organized into the following four

sections: o _ , - .
. 1. Goals and Obgec€1ves--defines potential outcomes of that particular Y
aspect of the educational process. ) -
— ’ . y 7 éézb
2. Procedures for Administration--provides a suggested step-by-stép .
sequencing of tasks leading to the accomplishment of the objectives.
' ' . g LR : ’
3. Procedures for.Data Analysis--presents a suggested method for ga 3
organizing .the information into usable data. é%%?
. . ) “‘é"@r .
1Y ’ , .
! '_) . Q
. ' 2




P 4. Model Inslruments and Documents-=cr mtain coples of anstruments and
UOCUment§ that have been dvvelop¢d and field tested. ’

. 7" Additional chapters are given tofutilization of the mat9r1als
. instrumentation and interviewing, cost-analysis cevaluation, and f]nal}y N~

. preparing and reporting evaluation results. *

ex e e = Al]l materials are designed to assist the locual 1nst1tut1on in organ1z1ng .
andﬂﬁellver1ng an evaluation method that produces institutional, program,

and individual improvement in the educational process.. Lach lﬂstitution is .
encouraged to modlfy or_adapt this material in order. to meet its 1nd1v1dua] T
needs. o T _ S - - .

.
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CHAPTER THREE
N UTIIZATION

Fafulty and Staff Involvement

—

The following are key factors to the -success of the evaluation process:

+» 1. The purpose of the evaluation must be emphasized. This material
o Ys designed to allow alt staff to participate in activities.
* that are of direct benefit to them-and their students. It does
v ' not exist to eva]uatemteacher perfarmance relative to job ténure

or promotion. - e —_

2. Staff commitment £0 using the model and their understanding of the
procedures and responsiblities involved in the total process are

necessaty. -
. - ®

3. [It'is essential that faculty be represented in all planning
committees related to the program. ‘Faculty should participate in
the selection of external evaluators, in. scheduling, in modifying
or developing instrumemts, and, most_ importantly, in identifying
needs. . S

-

- . Only by full partwéipation and open communication can, an evaluation
program develop the idea that 'we" are doing this. The process of faculty
or1entat10n and 1nvo]vement cannot be overemphasized. -

Same suggested avenues for facu]ty and staff or1entat1on are as.
.fo]]ows o . e :

¥
.

o Through inservice meetings .-
o Through general faculty meetings

o Through divisional or departmental meetings

" 4

o Through individual conferences ; .

~

Local Needs . .

\}heié materials aFe designed to apply to a broéd'range of vocational-
technicah institutions. Prior to the implementation of any segment of this

‘material, a faculty-administrative committee should reVJew all components,
including objectives, procedures, sample documents, and 1nstruments and
should make appropriate mod1f1cat1ons. .

~

N

-
&)
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Local Orggnlzatlon and Ddtu M low ~

Local personne! re3p0n51bnl1t1eq must be deflned by each nstitution
when adbpting dnd implementing this or other assessment- -development
materials, The Data F]ow Char* depicts assessment phases (Sample Document

1).

~ . N . . ‘,. " .
In phase one, Negds Assessment, an individual, identified as the .
institutional representitive, should be assigned to coordinate the .
assegsment process for each data source. In a second functional phase, Data

sAnalysis and Synthesis,-one person 1s assigned the responsibility of

P AY

rece1v1ng, organizing, and maintaining data in a format that relates to an
individual or an instructional program. A second pemsun should be assigneéd
accordinglv for those. 1nst1tut10nal needs that are identified. The third
phiuse, Personnel, must ¢! priority needs, develop mprovement plans,
implement those plans, and evaluate the rgSUTts Personnel consists of
instructional supervisors and their 1nstructional Jtaff or the institutional
director/designate and appropriatd staff. ’
s N

Although institutional representatives are selected to implement each
intformation gatherig phase of the evelyation effort, an evaluation .
coordinator should be selected to coordinate the comprehensive institutional
effort . Khis person would oversee the prOJect and be available to the
institutional representatives for gu1danc9 " The evaluation &oordinator's
responsibilities would include seeing that each activity is conducted at the
appropriate tlme, that the flow of information is appropriate, and that
activities are conducted in « manner consistent with the objectives of the
program. In essence, the. evaluation coordeator would.have the ,
responsibility of a55uring that the total evaluatioq i?:Properly conducted.

% .

Component Utilization

" The materials presented in this document are desidgned so that selected
chapters may be used individually or in unison with the total system. Many
times, rather than conducting a canprohen51vc needs asseéssment, supervisors
or administrators 1dentify specific operational needs or have "hunches"

regarding potential or existing problems they wish to assess. In cases such

as these, specific components of the assessment deslgn €an be selected o
verify or identify the same.

/

) :
Loglcal sequencing dictates that certain components be used at certain
‘times. For example, annual fol]ow-up activities should be designed to occur
after graduation; student perceptions should not be assessed during
students’ first-week of attendance. The Calendar of Events (Sample Document
2) provldes a suggested schedule” for 1mp|emontatlon of an evaluation
process.
/\\




; E . Data Assimilatioh -

e local institution defThe a specific procedure
for -the assimilation of data. A1l institutions constantly generate usable
data but. few have an or-ganized dystem that allows data to be pulled tagether

and used for planning or improvement practices.

It is imperative that th

’

Staff and- Program Development

Early in the evaluation process it must be recognizéd that improvement
is the primary goal. One should not let assessment become the primary goal.
Assessment is important, but only to identify needed improvements.

IMprovement activities should be focused on those needs contained on
the appropriate Needs Analysis Psoffile. Both the improvement activities and
the eyaluative.criteria used to judge successful coppletion of the
improvement: activity -should be based on mutual agreement between the
individual responsible for the activity and the immediate supervisor. The
important point is that through a cooperative effort, the institution
improves, the progrdm improves, the individual improves, and the students

benefit. :

/

s
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N . " Y Sampfe Document 1
- - s L)
DATA FLOW CHART
' ~
PHASE | | ™~
| Student Community School Data
. Needs Assessment : a
" Adminis- ;
: 'l trative and \ Fogc;\tn;-up 3
; Supervisory \__‘- #
1
[

PHASE !|

Data Analysis
and.
Synthesis

b e s e - =

Coordinator
of

L.
\

Instruction
{tndividual and

N -

Director .

or *
Designate

{Institutional Needs)

i

N

PHASE i

Personnel -

Supervisor
and
Iddividual/Individuals
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CALENDAR OF EVENTS .
for Implementation of

: Sample Document 2

= ’ . EVALUATION
ACTIVITY Oct. | Nov. | Dec. | Jan. | Feb. | Mar. | Apr. | May | June | July | Aug. | Sept.
- [
1. Consultative Evaluation Teams|] X X
! $
2. Student Perceptions X
3. Instructor Perceptions X
4. Administrative and Super- -~ X
visory Perceptions - - .
5. Accumulat’é“ Extant School X 4 o
Data . .
6. Cost Analysis - - X
7. Analyze and Synthesize Data. i - X | X d
. 4
8. Needs prioritized and X X
objectives established y
8. Develop Improved Contracts - . X " X g
10. Imbrovement Actilities Begin X X
11. Follow-up Activities - x4t x| x ! x| xi{ x| x{x{ x| x| x| x
12. Evaluate Improvement . * X X
Actlvities <

L]

19

*

:
;
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CHAPTER FOUR -

7 INSTRUMENTATION AND INTERVIEWING

’

“ Appearance and Design of Instruments

"

Wentling (1980) gives suggestions for developing and modifying
evatuation instruments. To attract and hold attention, instrumen}s must be

visually appealing, readily understandable, and easily completed. Research .

has shown that the following factors daffect the return rate of mailed
questionnaires: :

1. Appearance of the instruments

a. Attractive design and typing df.instrument are important.

b. Good quality paper, preferably gelqred, should be used.

2. Design of the instruments

a. The instrument should be brief and allow for easy completion.

b. The directions should be concise, complete, and placed close to the
items so that the respondent will not have to flip back and forth
- through the questionnaire. Set off directions with- heavy,
~ distinctive lettering.- ) _

Cc. Questions with similar types of responses should be’ grouped ’
together. ‘For example, place questigns with check -type responses

together and written comments together.

d. A deadline or desired return date should be given.

e. The mailing address for returning the instrument should- appear in
plain sight. . .

f. A stamped, addressed return enveﬁope should be included.

g. ‘Sufficient space should be prov1ded for responding to each
questlon .

li. The follow-up letter should gned'by someone he]d in high regard
by the\KeSpondent -

~N

1. When second notices are mailed, send an addltlona] questionnaire.

J. For aid in ta]]ylng, instruments shou]d have a ratlng ‘sale if one
can be approprlate]y applled.

- , "
. . \ "y

o
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k. The same rat1ng scdle shou]d be used with similar 1nstruments to .
keep the results valid-and interpretable. ) ’

Principles of Intervfew%ng ' 4

The following interviewing quidelines are cited in the "Locally Directed
Evaluation--I1111no1s Office of Lducation” (Illinois Uffice of Education,
1976) and given a5 suggestions when applicable. ,

Interviewing is a basic assessment method. An interview 1s not Just a
conversation; it is, rather, a qgrefu]]y thought out technique for finding
out from respondenTs how th1ngs are and how people feel and think. The
interview itself 1s not intended to change or influence the respondeét The
interviewer, therefore, must be an understanding person, capable of accept-
" ing what the respondent says without judaing or rejecting.

., ~ .
a. The respondent needs to see the interviewer. as someone

who is not a threat to his/her immediate or future -

well-being, nor to his/her self-esteem. '

b. The respondent needs to see the e¢valuation itself as
not pos1ng a threat.
. ®
c. The respondent needs to understand, even in a limited
‘way, the purpose of the evaluation, the reasou for
selection, and the necessity for cooperation’ s

d. The respondent needs to see the interview 51tuat10n as
a pleasant way of spending some t:me Co.

e. The respondent needs to feel, after the interview 1s
compieted, that it was a real opportunity for free 1
expression on a particular ‘subject. .

To meet these needs of-the reSpondonl the interviewer musi be )
conscious of the style and the content of the interview. The following are
suggested techniques that help to ensure a good interviewing relationship,
as well as to obtain an accyrate, unoiaéed interview: *

“ a. Be-friendly and informal but at the same time,
professional.

02

b. Be a sympathetic, interested, and an attentive listener.
Be neutral with respect to the subject watter. Do not
express your own opinidgns -either-on the subjects being
discussed by the respondent or on the rPSpondent s ideas ,

about those subJects.

*

4 - +
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Be observant. Be alert to the respondenf“s manner of
expression and use of gestures. ‘

Last, but not least, be at ease yourself, in the interview
situation. If you feel hesitant, embarrassed, .hurried, or
awkward, the respondent will soon sense this feeling and
behave accordingly. ) :

. /
’ .
[} 4 . - ’
.
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CONSULTATIVE TEAM EVALUATION ' .
/ - S . . ) ~
‘ This chapter 1s ‘divided into four sectionsyand provides a methodolegy

for the evaluation of occupational programs. b persons external to the
educational institution. The sections are Ggals and Objectives, Procedures
s far Administration, Procedures for Data Analys1s, and Listing of Sample -
Documents. Implementation phases, prev1s1t, visit and pest visit are listed
‘under Procedures for Administration. Sample docuiments and instruments used
. in gathering the evaluative data are incladed. ‘
A .
/

|
‘r C
T CHAPTER FIVE

Goals and OBjectives
7

/
/

Goal : A ’ \
~To have»occupatioﬁé& prognéms evaluated by appropriate persons external
to the educational institution. #

2

‘ ! )-
‘Objectives

The fd]]owing}ére objectives of consqltative team evaluation:

1. To provide data for valid program development activities

2. Tp identify needed curriculum improvements

3. To identify needed changes or modifigations in phys1ca1
facilities . .

4. To identify instructional equ1pment needs , .

5. "To identify needs in the learning resources area

6. To provide data relative to decisions in expend1ture of

funds

7. To compare business and industrial standards with 1nst1tut1ona]

: : and occupational program standards

8. Inform, involve, and utilize expertise of representatives’

~, from related business and industry

9. Infarm business and industry about the institution and the

. otclpational \program

10. Improve job placement opportunities for students ‘

11. Identify future occupational trends '

12. ldentify any existence of sex bias

13. fdentify unmet needs of d1Sadvantaged and handlcapped
students

.
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* Procedures For Adninistration )

« -

o IS

’Se]ecti@g fhe institutional Representative

b
’ Pr1or to the comnencemeq; of any evaluatlon activities, the 1nst1tut1on
should designate an institutional representative to be in charge of :

administration of this compgnent. It is recommended that the institutional
representative be an admnistrator or supervisor, be familiar with and ‘e
engaged in, the day-to-day ‘operation of. the occupational. programs and ’
-services, and be able to devote appropriate amounts of time to thede

’Arespon51b1l1t1es.

~

.Determining the Composition of the Team
To ensure-that the institution's instructional .program is current and in

keeping with the occupational needs of the community, representatives from ..

local business and industry are invited to participate in a consultative

team evaluation for each occupational program. Local representatives who

‘ serve on a team should meet one or more of the following criteria:

e

. e Famlllarlty with the philosophy, pr1nc1p1es, and concepts ’ a
. of occupational education .
" o Current employment in the occupational area >
e Service as an advisory member at the local level . .
o Knowledge of the requirements of the o¢cupations .

for which training is being offered - , « - ' _

The following two groups of individuals are proposed as possibilities
for 1nc1us1on on an évaluat1on team: .

1. Required, Representatlon

a. Spec1allsts or experts presently working in the occupational”

field - .
b. Employers of graduates
c. Former Students or Graduates employed in the occupational

f1e]d

>

-

4

C o, Recommended But Not Required, Representation- | L, .

a . Educagion and training prOfGSSlona]S

b. Interigsted citizens not covered by other categories * .

c. MembeKks of the governing board, general advisory boards, and ,
craft advisory boards - )

5 vd..” Members of the local chamber of commerce .
The number of team members should be determined by the scope and focus .
of the eva]uatlon. The 1nst1tut1ona1 representat1ve, in conjunction with |,
s ‘ 14 ‘ ‘ e N
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the lnstructlonal'caordinafor of the program being éva]uatea, should make éﬁ,ﬁ;ﬁ
judgment as to the.size of the tean necessary to accomplish the objectives e

of the study. Some considerations on-the size of a team are number ‘of = . ‘ml"
faculty, number of studgnté,‘and the amount of time to be deyoted to the’ BT 4 p
actual visit. - ‘ ey I
. ; . . , .- ‘}?,.‘&a;(

’ It is recommended that a new slate of team_members’ B¢ selected each time )
the,1nstitution undergoes a consultative team evaluationw ' This would avoid - - SO
undue imposition upon the time®and talents of any person and get new input ‘ L
each time from different team members. . ) _ ‘ . )

3 - . “ )%,?’{'
Determining the Scope- of the Evaluation AT y 2 "
P , ‘ L : . N
The scope of thie consultative team evaluation will vary, with differeﬁ%f’ X

institutions. Some considerations when determining scope are (1) to keep

the range of activities within limits of what the team could be expected to i
study, observe, and evaluate in the allotted time and (2) to ask the team¥

only to study, observe, and evaluate areas in which the members g?u1d have

expertise. ) . .
) 4 N AN N % ! e s
The following areas would be appropriate .for the consultative gteam §§¥%$ K
. evaluation: .- ' : ' “ i B
. - SNh
. » re i . "E;’;:" "

1. ?Hyéical Facilities: To‘fné]upe such factors .as sgaceé} X
~ adequacy, organization, light, heat, ventilation, noisé level, dnd -
safety considerations g s

s .
3 PR 7 . ¢

' . . ' * Lirey, P -
2. Instructional Program: To include course content & %é(@fbh, course
-o8L) C '

sequencing, gourse emphasis, organization, re]eva@ égﬁﬁngh
. . £ A, ) e
departmentgl\?rientat1on proyrams . A s
1 A .2 e . -
s ® e . :fa - N

\, . . 2 ~ Behd "y
3. Equipment: .To include such factors®as apprppwqgtenes§§%QUantiﬁyg
and operational condition of the instructional ‘equipment within the . .
respective program ' , S

4. Supplies: To 1nclude quality, quantity, and availability ofgﬁi% "‘
supplies essential for effective instrution - - i .

*“ 5. Instructional Materia]s:‘/Jo include hapdouts, audiovisuals, '
reference materials, and Other materials-needed for.effective »

- instruction

.
-~

6. . Upyrade Training: To include the need for addition, deletion," or %%
change of short-term: upgrade courses currently offered by the -~
institution, either through on-campus or extention services

)‘.
J. Sex Bias and Racial Bias: To identify any existence of sex or °* .
.o racial bias in & program - - ' ’
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iF 2 ; >
g P
el g 8°‘°D1spﬁihhtaged and Handloqpped: To identify any unmet‘needs of ’
& . d1sadvantaged and hand1§épped students . )
N g, .
2 9 ',ij‘.,ﬂ . ~ .
. e & g ) :
. Previsit gmuaﬂon%- " . ‘
vxg - -
y The fo]]ow1ng du 1es are the reSpons1b1l1t1es of and shoulq be conducted
_%? 5% by the persons lndlcated velowy il .. .
' i ) 1.3g%pstituti§§al Repre§3@;a;ive's &?ev1s1t Respons1b1]1t1es -
% ¥ Co ‘ .
g . . a. Helps familiarize those anO]VGd in the evaluation process with
‘ §; the precedures and concepts of the eva]uat1on and works toward
W aﬁfomm1tment from them.‘- - .
ks 8 . & f ;, & ‘}f
- ¥ ’ﬁ:gf b. Empha@gﬁes to thoge 1H§blv§% in the eva]uat1on process that the
~ e team members are'gﬁv1ng their time and expertise to help the °
~institution and should be treated in a cord1gk‘and cooperatlve
manner.
. ' "’3 -
- C. Famt]1ar1zes h1mseJ§1herse1f with the various manuals, forms,
) . 1ﬁstruments “etty, and is available for any exp]anat1on to
: - - those whovW1l] be using these materials. -
¢ d. Reviews with department cha1rperson and other Tocal “
" personnel the instruments and documents and makes changes or
) modifications based upon specific needs. .
o8, e. ‘Works w1tﬂ appropriate 1nst1tut.ona1 personne] in arrang]ng the
% , ) date fer the team visit. .
i f. Mails Lo each team member a paeket of mater1als that 1ne1udeS‘“
L ’ﬂ!
I gl) o qﬁflrmat”on 1etter (Samp]e Document l) with--
’ N ,%’ 0 report1ng time, date. and destination,
® o schedule;- B T
. ) ? . ‘ A ‘ - . »
. ¢ N 0 quking provisiousz ‘ ‘ )

% FO R 1nv1tat10n to” Tunch (if - appropr1ate) ;

. {m-*
£ .xhjz) 115t of "duties for the team members (Sample Document. 2}»’—«..

. (3) sample copy of the Consultative Team Eva]uatlon Report
. (Samphe Document 3);

“~ . . ) . ,:‘-. ‘t é
. ' . (4) - icul, TFNae: o - ;)

F]




" .Visit Preparation

(5) Tlist of shért-terﬁ courses taught on an annual bdsis
« related to the occupational program.

-

-~

<2.. Program Chairpefspn's Previsit Résponsibilities

a. Submit to the institutional rqpresentative‘% Tist~of- prospective
teaii members. The team members should have expertise in the
occupational area so that "their review, assessment, and recom-
mendations will be meaningful to the program. The chairperson
contacts prospective team members and requests their
participation on the consultative team. '

" b. Transmits te the institutional representative a copy of the
curriculum outline to be sent to each team member prior to the

'vllsllt- . -, [
c. Informs students in a.poéitive manner "of the schedule, déte, and
‘ purpose for the consultative team evaluation.
d. Alert students to the possibility of an interview.

e. Arranges meaningful learning &xperiences for students while they
are ‘a part of the consultative team.

f. Verifies that requﬁ?ed representation is included on the
confirmed consultative evaluation team.

g. Transmits the nanés, addresses, and business affiliations of
those agreeing to serve as team members to ‘the institutional

representative, , .

»

3. Consultative Team's Previsit Responsibilities

’

a. Studiés the curricU]ym outline of the program to be evaluated.

b. Compares the curriculum being taught with needs of business and
industry. . . :

7

c¢. Examines the consultative team evaluation forms that will”be
" used as a guide during the actual team visit.

7/

~ . -

The amount of time designated for the visit depends upon the s%;e}of the

- program’being evaluated. After the team's-observation and study,.each team

member i6 asked to meet with the institutional représentative. Thereafter
the team members may complete their consultative team evaluation reports
(Sample Document 3). Or if they desire, they may return for more o
observation and study of the program. This schedule will vary-according to
the .schedule of the team members. . ' ’
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The following activities should be the responsibility of and ‘conducted ‘ ‘
by the persons indicated: .
T. InstitutiOnal Representative's Visit Responsibilities ] |

. a. Meets with the team members for & br1ef origntation prior to
entering the program area:

' (1) Serves refreshments during a br1ef 'ice-breaker" social,
if approprlate. »
(2) ' Supplies team members with appropriat®&materials (paper, ]
_pen, name tag, repart forms, etc. ).

) ,(3) Familiarizes the team members with the schedule dnd )
' procedures for the visitation and reviews the gvaluation
forms the team members will be completing.

N (4) Encourages all team members to stay tor théir contribution
to the summary report that is compiled by the
~institutional representative from.individual reports.
3 X - . I
(5) Asks the team members to interview all ingtructors and
randomly selected students during the course of the visit.

b.. Introduces all 1nstructors andcthe team members before the team
begins its observations and 1nterv1ews. .

" ¢. Gives a brlef tour of the departmenta] fac111t1es to the team ' ,
. ' members. ’
' d. Monitors the progress of the ‘evaluation team to determine, that
- activities are proceeding as planned and acts -as a resource
persan.

- e. .Chairs the summary conference with the team as defined under
* data analysis. Works with team members who have extenuating
‘ circumstances concerning the visitation time and/or schedule.
f. Works with team members who pave extenuating‘circumstances
concerning the visitation time and/or’schedule.
{ 2. ‘Instructors' Visit Responsibilities °
* (4 r -
. a. Should be prepdred to proyvide additional curriculum
materials--course obJeqt1ves!\]esson plans, audiovisual

. 1nstruct10na] materials, -reference and resource materjals,
. + supplies, and instrdctional handouts. ) : .
Id , . ) . . v .
’ * 272 - -




b. Should be prepared to answer questions concerninngAy aspect of .
the program, curriculum, equipment, physical faciTities, and
learning resources , ) -

3. Consultative Team's Visit Responsibildties

a. Meets with-the institutional representativé in.charge of
- evaluation for orientation prior to entering the program area.

b. Examines- the -program-curriculum aﬁd.ebjectives‘to determine if
they are consistent with occupatjonal needs.

c. “Examines teaching materia]#; Supbljes, and equipment being used
in the program. .
. /

d. Makes an effort to contact all program faculty members and as
inany students as possible. . -

e. Records comments and observations on the consultative team
evaluation report. d - —

| N
f. Meets with the institutional representative for the summary
, conference .to discuss the visit, review and assess the
findings, clarify any ambiguous responses, make recommendations,
and sybmit individual reports. e

4

Postyisit Activities. ——>

- 1g§titutiona1 Represeﬁtative's Duties.

a. Promptly sends a thank yeu letter (signed by the director of the
institution) to each team member (Sample Document 4). The
institutional representative may desire to solicit the aid of
program staff, in accomplishing this.- )

b. Prepare a writtes response to each, team member indicating plans for
and progress toward implementation of the team's recommendations
(Sample Document 5). !

g

Procedungé for Data Analysis

« v

: . ) / . . .
~ The .purpose of this section is to organize the data gatheréd through the -
team investigations into an understandable and usable format. .

-

‘ institutiona] Repre§entatiwe's Duties:- ) ,

1. Chairs the consultative team evaluation summary conference, serves

[N ’

23
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as a liaison person, gathers all data and reports”from team members,
and gets clar1£1cat1ons and 1nterpretat13ns where needed.

2. Prepares a consultative team evaluation thank you letter (Sample‘
“ Document 4) after the team has left the premises.

3. Conducts an 1nst1tutlonal summary conference’with all concerned.
persennel, such as, director, program chairpersons, coordinators of
student personnel services, and instructors.

#
4, Refers the accumulated data to the person designated to complete the
"program needs profiles.”

~ ! . - 1

Data Utilization - , .

The primary purposes of this total evaluation model is (1) individual
improvement, (2) program improvement, and (3) institutional improvement. In
order for the data gained from the assessment ‘process to be meaningful, the

data must be used. IT IS EXTREMELY IMPORTANT THAT ALL CONCERNED PARTIES BE

INFORMED OF THE RESULTS AND THE IMPLICATIONS FOR IMPROVEMENT.

e

Consultative Team Evaluation Flow Chart

-

. The Consultation Team Evaluation Flow Chart on the following page
summar1zes the process used to accommodate the consu]tatlve team evaluation

within the institution.

» 5

O
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2 3 4 5
r N , g N —
| | , )
’ Appoint ! Departmental Establish« Prosqective . T_entative
: tnstitutional i-* Faculty - “Visit _—— Team' | Team ~
} Representative ; Orientation Date Identified Selected
L i ' - . " ‘_ -
. Director Institutional Rep. ‘Institutional Rep. Instructors " Program Chairperson |
' . Program Chairperson - *
6 7t 8 . 9 10
! ~ Team
Request Confirmation , . Orlentztuon T
Participation Letter Student . an eam,
. and R and | N - lnsyructor Qbservatloqs ]
~ Confirm - Materials ' Orientation - Introduction and
Team ’ Sent “1 and . Interviews
- " Department "
- N Tour
Program Chairperson Institutional Rep. Instructors Institutional Rep. Team
: “ , : Program Chairperson :
11 v 12 13 14 15
! r - Summary . ‘
. Summary ~ . Conference ) \
Team - Conference with . Thank-you Progress
. T and Instructors
l}ﬁonltored . Report and needs” Letter . Letter
entered on . 4
- Profiles
Institutional Rep. Institutional-Rep. Prbgram Chairperson Institutional Rep. Institutional Rep.
. Team : - .

4

Director
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LISTING OF SAMPLE DOCUMENTS

s

. ,Dbcument Number - . Document--Name
l 1. . Cohfirm;tion Letter
2. ' Team Membe; Dutie§
3. » ) . Consultative Team Evaluation Reébrt
4, Thank You Letter ‘
. - 5. | Follow-up Letter and Progress Repért
6. _Consultative Team Eva]uati?e-Summary
Report -
7. . Alternative ansultati;e Team Program
’ : Evaluation Instrunnt
8. . Assessment Profiles forAthe

Alternative Consultative Team
Evaluation Report

26 "33
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Sample Document 1

v -

CONFIRMATION LETTER

Dear Mr. /Ms.. '

Thank you. for your p051t1ve response regarding the Consu]tat1ve Team » .

Evaluation of the Program of.this
institution. Your services will contribute to the occupational preparation-

offered at this school.

Enclosed is a packet of information concerping the role and duties of a
consultative team evaluation member and also a description of the program
you will be helping to evaluate. Please review this information pr1or to the

visit. 7 N ‘

As prev10usly discussets-the meeting is scheduled for . .
. Your interest in vocational education by agreeing to

serve as a team menber is appreciated. Your participation and involvement

1n all aétivities is encouraged. It is especially important that each team

member stay for the entire session and have his/her contributions included

in the summary report.

If you have .any questions after examining the materials, please telephone us

at . We are looking forward to working with you.
L /‘} .
~ Cordially, A
" John Doe

) Inst1tut1ona1 Representat1ve
—  JD/1je

4

Enclosures

NOTE: Parking provisions and report1ng destination shou]d be,a\part of .this .

" Tetter.
"~ If an invitation to lunch is g1ven it should be a part of this
letter. -
s - ]
/




Sample’ Document .2 - |

S CONSULTATIVE TEAM MEMBER DUTIES

-

Consultative Team Evaluation

A program “evaluation involves the visitation, observation, and-analysis !

of an instructional program by a team of individuals with expertise in the . .
area and with the purpose of providing suggestions for improvement.

v . ;
+ e

Duties of a Team Member

/

Previsit Resbonsibi]itﬁes

o .
1. Study the curricu]um outline of the program to be eyvaluated.

2. Compare the curriculum be1ng taught with actual needs of business and
industry :

i

“ 3. Examine the consultative team evaluation forms that will be used as a
guide during the actual team visit.

M

a

Consultative Team Evaluation Visit ResponsibilitieS'

1. Meet with the 1nst1tut1onal representative in charge of evaluation for
orientation pr1or to entering the program area.

2.  Examine the program curriculum and objectives to determine whether
or not that théy are consistent with occupational needs.

I

3. Examine teaching mater1a]s, supplies, and equipment presently being used
~in the program.

4. Make an effort to contact all faculty members and as many students as
possible. - - .

,SJ Record comments and observations on the consultative team evaluation
form that has been.provided. .

'6. Meet with the institutional representative for the summary conference to
discuss the visit, review and assess their findings, and make
recommendations.




7. Submit individual comsGltative team evaluation reports (Sample Document
3) to the institutional representative and clarify any ambiguous
statements or responses.

[

=

.
2
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Sampfé Document 3

CONSULTATIVE TEAM EVALUATION REPORT

Program: - Date:
Team Member: - » ' , RN /V:
Business Affiliation: ‘ ‘
The consultative team evaluation members examine and make fecommendations in
the following areas: / :

1. Physical Facilities d

A ’ 4

2. Instructional Program:

3. Equipment

4 Supplies '

5. Instructional Materials

6. Upgrade Training o _
Each. consultative team member should visit the area of the program being ’
evaluated, observe the physical facilities, equipment, supplies, ‘etc.,
interview all instructors and random students, examine program goals and
objectives, handouts, etc., and ask for any needed interpretations and
clarifications. - While in the program area, the team member should record
responses and observations on the consultative team evaluation report. The
recommendations may be written then or during the summary conference °
session. .

A
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| . _ \ Evaluation Scale: y;

\\3‘points Excellent
2 points Adequate

‘ ", 1 point  Inadequate - Needs definite’improvement .
! 0 points Not Applicable- Does. ndf'apply
(CHECK APPRQPRIATE RESPONSE)
, "3 points 2 points | 1 point ‘] 0 points
. , ) - .
a. The size of the classroom(s)
b. The size of the labopatory area(s) NN .
c. The lighting in the cl?ssroom(s) , . ‘
d. The lighting in the laborPatory A
~area(s) s
e. Gas supply, if needed fo . .
instructional operatlon ‘ ’ '
f. Water supply, if needed fo
instructional opgration . %:
g. Flectrical service availabl g *
h. The noise level of the department
| LN )
i. The safety-cofdit#ns in the
classroom(s)
j. The ﬁaféty conditions in the| i
© Jaboratory area(s)
k. Housckeeping--peatness and
organization . .
1. Proper storage fgci1$ties )
om. Nalfing/working space available
- for free and unobstructed .
’ movement 1in the area(s)
- Comments (PLEASE IDENTIFY CLASSROOM BY GIVINP ROOM NUMBER. )
EXAMPLE: Koom 107 K (Ia Jive addi (Tonal :’/(JchcaZ outlets.

————— - - - m— e

- Needs no improvement

.- Page 2

AR . : .
’ 1. Physica:\ﬁaC1llt1es-¢To have effect1ve 1nstructlon, the phys1ca] fac111t1es .
must meet the needs of the programs and students.

I

- Needs slight improvement

Please rate the following:
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S SR ~ C Page 3 . .
2. Instructivhal Program ) . SR ' ’&2‘ T
a." Are program goals and obgectwes clearly stated m ' -~ - T
measurable terms? If no, identify those needmg change e 5
- e < ~ . yEs.
- ‘ ¢ hd - , ,NOI.-"_ , .- -
T S SR el ] ‘
- .\ ¢ ) . * " L3 o
. ' ' -
. . b.Are program goals and objectives consistent with curr‘ent . L
. occupatlonalx,standards? If no, identify those needing ~ Y
change. ' . o _—
-, . - . T ' .o
. : e L S, YES:__ e
M - ] . - NO 2 ) ' - )
£ - ’ A . —— — L
z , . ’ L4 -
o e ; .
c.” Are program goa]s “and- ohJect1ves in prmted form? . o . .
Comments : . ___ o /\ -
) ' L % YES .
X o "
. . . ) NO .
2 L ) . ‘ v v'
, o~ d. Are wrltten obJect1ves for individual coursés stated «in
e measurable terms? If no, 1dent1fy those needing change
: : - ' YES .
- ‘ o e _ N0 f
. el e e ‘ "
€. Are provisions made to ‘eliminate sex or racial b1as in W,
. ~ 'this program? If no,. identify nceded changes * D
' R ~ e ‘ © YES
R - P . NO.
- s I :
N ¢ . .
sy > P
. . -
3y ~ , . .. . . . o .
N _ 32 . o o
. .
. 39 P

e - . . .
ERIC - . L
\

“ ’ . .
1 ! " - M




A Vo L R : PR g
? L3 : LV o ! .
£l R .
AR / o
f. Are student 1earn1ng exper1ences\consrstent with ‘
SRS occupational pract1ces and standards? If no; identify
- _— those -needing change .. Tt
. < — :
. . ; v ‘ — ‘.
K e —
{ T _ - '
T ’ - . . ’ .
o d. Are the occupational techniques being taught consistent
with occupational practices and .standards? If no, . °
identify those needing fhange. :
P . ‘_ﬂ J S, e ] i
p ) .
,h-' Are provisions made within the program to work with
. special needs such as disadvantaged and handicapped
students? If no, identify needed modifications.
Y .o
: ——— — :
L e - ..
.3 Equ__pmer\t \/ ' SN .
"d. Is the 2quipmentin this program modern and current .
according to the standards of business and industry?
. If no; identify that which is out of date. *
L. ' : - VES
o o NG,
e e - - -
b. Is sufficienty cquipment - avaula%]e for student use? If no, .
. .identify specific equipment whePeAadd1t1qpa1 quantities
. %re needed for .sgudent use. »
T N S S I o - YES ..
' e . . ~ . NO .
. s L 4 . N ’
NG . : ‘ )
o ¥ 40 ’”
. T\) B - "-\. ‘ N . ‘ n
ERIC: . - T |
: - . .
K « ""A N ~ ) . ﬁ

-
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Page. 5
¢. Is the equxpment in this program in proper operating ’
condition? If no, identify that which needs repair; o
e e YES_
- s MO
d. Is-an adequate preyentive. maintenence plan used with the
equipment in this program If noy suggest ways for -
improvement. : . ' -
VS R (X
R | U
S
- e e = 5 e mnantle o O B @ e ettt s 0 e S i S
. Is all the equipment in th1s program safe: for’ student
use7 If no, identify unsafe equipmert. N
- YES_ . -
, : -NO
f.. Based on ‘'your observation, are students practicing praper
safety procedures. [f no, identify improper safety -
procedureés. . '
L o . L YES
. L, ; NO’
| g. Is eqyipment available, sufficient to meet new and emerging
trends in business and industry? "If no, 1dent1fy new M
equipmeht needed. : o
- . . YES .
s _ X NO
»? o’ _».r—.




b
: ’ - K
. 4 . . ,
. Page 6
4, Egl1es ) s '
. 3. Are current]y needed supp11es on hand or readily” _
£ . accessible? If no, identify those needed. . .
| | - VES
' NO

L
b are supplies in sufficient quantity to meet student needs?.
If no, identify supplies where greater quantity needs to
be maintained? . .

B .

YES

e - ——— e ——— e = e # — —

ﬁ> _V_,._,___‘-_“-;._._.-- W'— " ' NO

7

S S - ¥

c. Ts the quality of supplies consistent with those used in
the occupational setting? If no, identify supp11es where
the quality is not consistent ‘with those used in the
occupatlonal setting.

. YES

NO

¢
!

d. Aee supplies efficientiy expended se,as‘tp minimize waste?
If no, please give suggestions for improvement.

e, ; S i YES

.
’ . ] ,
. ' N

——— e et e e - e

o \
© .+ 3. Instrugtional Materials

a. Is there sufficient quantity of printed instructional
- materials (such-as supplemental readjng lists, related
practice exercises,ghandouts, etc.) available?. If no,
identify those needed.

- ‘

YES -

e e e m s et e e m—— - -

)7 . } ’ . R . '. : NG

+ et marMar P e et ar s s mei e e e v remn s - mama——

Y-



- Page 7
b. Are the printed materials up to.date? 1If no,:
‘identify those‘ihat are outdatod ‘
o : LAY et 2 E s ...___._._b_. . -t ———— :-__. . ——————— YES___., . -
, . N . . N
1 : e - i NO
L i -
- " 6. Is there a sufficient quantity of audiovisual -
instructional materials avaﬂab]e‘7 If no, ® -
" tdentify those needed. : . '
X L o YES_
. e NO .
/’ =2 e
A ’ ‘[~/- ¢
d. Are the audio-visuals up to date? If no, idedtify ' } N
.those that need updating. ' - : . .
e o . YES_ T
- / — e S A No __—_:J’»_ -
e. What is the percentage of use of aud1ov1sua7 . - -
materials in this proqram area? ' :
_—N L ; )

1 14
N -~

f. .1s there sdfficient quant1ty of reference materials - - ,
available for student use? If no, identify those -

that are needed.




6.

L

j o - A " Page 8
g. -Is sex pr racial hias eliminated in the instructional
materials used in this.program? If no, identify
specific materials that are slanted toward a parti-
_cular sex or race. o .
) : ' . YES
' NO

. ————— —,

Upgrade Training

Are the the short-term courses which are being offered. s
in .this program consistent with the needs of persons
currently woFking in the field? If no, identify courses .
which should be added or deleted. ‘
i YES
NO

ar
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Sample Document 4

2

P THANK YOU -LETTER

Dear Mr. Smith:

Your contribution to the evaluation of the (name of
_program) program at’. - (name of)
[ institution is greatly appreciated.” The giving of your

time and talent to this“endeavor will be beneficial to both you and_this
institution since it will strengthen the school and, as a result, the

community. , .

You wiTl be advised of the plans for progress toward implementation of
the team recommendations. Only-through constant review can an institution
continue to grow. Growth was the purpose of this evaluation. You have a

right to-be proud of your part in this.
Thank "you for your helpi

CordiaTiy,

John Doe .
Institutional Director

JE/ije

o

. 45

3 8 M : ’ -
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. : Sample Document 5 ' :

FOLLOW. UP LETTER | L

Dear Mr. Smith: )

.

Much has happened since the visitation forevatuation of the
(name of program) program at * (name of
institution i on (date)
was made. The progress toward impiementation of the team's recommendations
is outlined on the attached form. :

"The team was a vital part of this growth picture, and your contribution

is greatly appreciated. Lf you would like to discuss the implemeritation of

. the team's recommendations, please telephone us at . . N
We would appreciate hearing from you concerning-this. :

Please feel free to visit the college whenever you have an opportunity.
Your suggestions are always welcome. We will keep you informed of future -
“ progress toward the implementation of the team's recommendations. : : '

¢




t

Recommendations:

Response :

Recommendations :

Response:

Recommendations:

Response:

Recommendations:

Response:

Recommendations:

Response:

Page 2

PROGRESS REPORT

’

EXAMRLE--The addition of a course on Human Relatians

. EXAMPLE--This course was included in the curriculum

fall quarter.1977,

EXAMPLE--The addition of a memory typewriter

EXAMPLE--Funds have not been available. The instructors .
are working on pregéring a proposal requestina
that money be albotated.

’

- (More space available as needed)

t
r

~

14




. Sample Document 6

CONSULTATIVE TEAM EVALUATION SUMMARY REPORT

Program: : ] Date:
Team Member: ' o N
' ' Name : - - Business Affiliation
N
L4

y .
- - P

%

Instructions forasCompleting the Summary Report

~ In completing the evaluation team summary report, the
institutional representative will--

/
<

1. tql]y responges in each section:

2 enter the togal number of "Yes" and "No" responses in
the appropriate bTanks for all sections after physical
facilities: .

. 3: summarize commendations for items that are done well and
' recommendations for the items needing improvement and
enter in approprlate spaces. - .

41




¢ © Page 2

o .
1. Physical Facilities--To have effective instruction, the physical
facilities must meet the needs of the program and students. Please rate
the following: : . . C : -
’ . e Evaluation‘Scale
3-points Excellent--Needs no improvement
2 points Adequate--Needs s¥ight' improvement
: 1 point Inadequate--Needs definite improvement
. : 0 points Not Applicable--Does not apply . :
. TEAM AVERAGE :
' . RESPONSE T
a. The size of the classroom(s). L
b. The size of the laboratory area(s)
c. The 1fghting in the classroom(s) )
. .d  The lighting in the laboratory area(s)
e. Gas supply, if needed for instructional operation | o
f. Water supply, if needed for instructional
operation ' . ~
g. Electrical service available * ’
s h. The noise level of the department
i. Safety gonditions in"the classroom(s) . I
j. Safety conditions .in the laboratory area(s) -
. . k. Housekeeping--neatness and organization
3
1. Proper storage facilities ~
m. Walking/working space available for free ’
and unobstructed movement in the area(s)
Summarized Commendations:
Summarized Recommendations: _
/. , .

42
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k Page 3
' . ' : Enter. total
Instructional Program ’ number of
a. Are program goals and objectives clearly stated in "Yes" & "No"
measurable terms? If no, identify those needing Responses
change. ' ' :
Summarized Conhendatjons: . YES
g NO
Summarized Recommendations: )
b. Are program goals and objectives consistent with
occupational standards? If no, identify those needing
change. ) ’
Summarized Commendations: _ o YES
_ o "~ NO
Summarized Kécommendations:
— 5 -
Co T T T . ,
C.  Are program, goals and objectives ip printed form? )
o , .
Comments: _ _ « ‘ 4 : , YES
e : ' - NO
d. Are written objectives for indfvidual caurses stated in
measyrable terms? : ’ ' '
Comhents: ' ) : YES

2,

v

LS

E3)



) ) P;agé 4
Are provisions-made to eliminate sex or racial bias
in this program? " If no, identify needed changes. s . -
Summarized Commendations; ‘ - YES - >
- T AN
—— __.._~__.___.__ NO . i

ﬁ , C . . P

-

Summarized Recommendations:

4 \\ '
= 8 . . N i
. Are student learning experiences consistent with occupa- !
-tional practices and standards? _If no, identify those >
‘needing change. :
Summarized Commendations: YES M
) ‘ N
Summarized Recommendations , D )
~ A ~
Are techniques being taught consistent with those used in
occupational practices? If no, identify those needing
change. . ' -
Summarized Commendations: _ - \ YES

\ o

~ P .
T e ¢ )

4b
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. Page 5
h. Are provisions made within the program to work with - ¢
‘special needs such as disadvantaged and handicapped
students? If no, identify needed modifications.
Summarized Commendations:’ . YES ~
. ' : NO
’ . ) ¥
}, :
Summarized Recommendations:
Equipment
a. Is -the equipment in this program modern and current !
according to the standards of business and industry? g
If no, identify that'which is out_of date. ‘
Summarized Commendations: . YES
NO

».

2
m—— e e ——

Summarized Recommendations:

J e L ind

« %

-- - < >

b. Is sufficient equipment available for student use?v‘lf
no, identify specific equipment where additional quantities
are needed for student use. -

Summarized Commendations: YES

NO

. sm AV e eer e enie

e ek 2 # - v————— e mn b e E e — —

. Summarized Recommendations:

ey - e




- « @ ) _r 4 ‘e
AR T

C. és the equipment in this program in proper’ T - . (:; .
. 6perating.condition? If no, idemtify that which. . ~
- needs repair. . - . . T " .

‘Summarized Commendations: TN - , | YES

. \ N

- e —

»
[

¢

. -
> i

- " Summarized Recommendations: . - e _—

-
f

d. .Is an adequate preventive maintenance plan used with the
equipment in this program. -If no, suggest -ways for im-_"\
provement : Lo

. Summar1zed.Commendations:* ] - YES

A
1

Summarized Recommendations: . /

N E - \
R \

e, Is a]l the equipment in th1s program safe for student use. , -
If no, 1dent1fy unsafe equipment,

7

Summar1zed Commendations: YES . -

Summarized Recommendgtions:

-

5 -




[

>
>

4.

ERIC .

Aruitoxt provided by Eic:

e

“f.

Supplies -
a..

" “Summarized Commendations: - |
. _. v o

Based‘on*your obéervatién, are students practicing.
proper safety procedures? If no, <ddentify improper
safety procedures. : : <. =

Summarized COmmendat1ons. . YES

— I/.‘ . . N
Is equipment available uff1c1ent to meet new and emerglng
trends in business and industry? If no, 1dent1fy new
equipment needed.

”

Summarized Commendations: } , , - YES

N .
-l L - _t_... . >
—_ — _ - )

Summarized Recommendations: : . n

~ A

P

Ty v .

Are currently needed supp]*@s on hand, or read11y
-accessible? 'If no, identify those needed. - ) V

o VU et

Summarized Recommendations:




Page 3
- ca - - -
Are supplies iyﬁsufficient quanitity to meet student
needs? If no, identify supplies where greater . ,

quantity néeds to.be maintained. —
- Vs
Summarized Commendations: YES
' ‘ . ‘oMo
§ ]
Summarized Recommendations: =~ - - --v-
Is the quality of supplies consistent with those used
in the occupational setting? If no, identify supplies. . -,
where the quality is not consistent with those used in
the occupational setting. ,
Summarized Commendations: r ' ’ YES___
) . N0 .
Y . . i T .
Summarizéd :Recommendations: __ L . , LI
N _ o .
— : ’! N i
. Are supp]ie§ efficiently éxpehded so as to minimize waste? AN
If no, please give suggestions' for*mprovement.
- Summarized Commendations: _ : YES
’ ' NO
@ —
Summarized Recommendations: _ | .
< . /0 ' ;
)
- - * hd
v ) ,. -~
/ »
¢ 48 . 5: Fv
A .-’ & . R




. W . & - Page?9
5. Instructional Materials |
o .a. Is there sufficient quantity of printed instructional ‘ ,
materials jsuch as supplemental reading lists, re- : L.
lated practice exercises, handouts, etc.) available.
1f no, identify those needed. : .
Summarized Commendations: - YES
' ' , MO
7 N N
4 ) i \’ - = -
.Summarized Recommendations: ' ‘
b. Are the printed materials up to date? If no, identify
those that are outdated,.
Summarized Commendations: . . " YES
’ A ’ - S NO PSS -~
’ ‘ k4
© i v s | mmdms = b -

Summarized Recommendations:

i — e e e e et W ki et

™

»

~ Y

Is there a sufficient quantity of audio-visual
instructional materials available. If no, identify’ . N
those needed.

. . *
. . Summarized Commendations : N YES
NO

e e et o ——— e e

B i 1 on e+ B0 B = o 4oy @ M ——— "

» . et e w i e e o e e cmemac i =

Summarized Recommendations:

49

P




d. Are the audio visuals up to date? If no, idénfify
those that need updating. ‘ . -

Summarized Commendations: _ ' ' YES

» ! ’ . . ) NO

2

.
N -

. Summarized Recommendations: ‘ : .
V - -
’ . \‘-

-

e. What is the percentage of use of audto-visual materials
in this program area? -

L

f. 1Is there sufficient quantity of referende materials
available for student use? If no, identify those
that are needed. ' : . ]

N - ~ YES

Summarfied Commendatioﬁs:
‘ ) HNO

Ll
»

,Summarized Recommendations:

- ‘} . R ) . A N "
g. Is sex or racial bias eliminated in the instructional

materials used in this program? If no, identify
specific materials that are slanted toward a particular.

sex or race.

Summarized Commendétions: YES

»

Summarized Recommemdations: -

/

.

L - : < v
* s




Summarized Recommendations:

Page 11
Upgrade Training
Are the short-term courses which are being offered in
this program consistent with the needs of persons cur-
rently working in the field? If no, identify courses
which should be added or deleted.
. Summarized Commendations: __ YES
) NO
e
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Samplé Document 7

‘ALTERNATIVE CONSULTATIVE TEAM

o~

T ' PROGRAM EVALUATION INSTRUMENT

The following éva1uative instrument is taken from Olympia Technical
Community College of Oﬁympia, Washington (Bullpitt, 1980). It is prese

here as another alternative to consultative team evaluation of program

implementation. . .

52
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course ¢ontent and instructional approaches.

ld .

60

CONSULTATIVE TEAM EVALUATION Program
IMPLEMENTAT!ON ] _ Date
DIRECTIONS FOR BATING:
. "EXCELLENT — Nearly ideal, top 5 to 10%
GOOD — Strong rating, top one-third
ADEQUATE — Average, the middle third
BELOW EXPECTATIONS - Fair, bottom one-third L
POOR — Seriously inadequate bottom 5 to 10% . : /
NOT APPLICABLE — Statement doesn’t apply to program _ B :
‘DON'T KNOW— Unable to rate the statement '
How would you rate the following:
Ty 1 L
GOALS ¥ g - §
A. Goals and Ob;ectwes o% o§ 1‘? ) §a ‘ R g 43 53
1. Written general program goals are: o
"~ Understood and committed to by adminis- . O--0 o o o ago G
trators, counselors, and instructors ‘ - )
- Used as a basis for planning specific objec- O O O o o 0 0O
) tives for programs and services.
. 2. College ptanning for programs includes: . . :
— Participation by administrators, O O 0O o o.0 g
— Participation by instructors, counselors and O o0 o o oo o
_ v other support personnel. :
3. The College educational plan is used as a basis for: '
- Implementing specific programs. O O O o o o a4da
~ Evaluating specific programs. O OO0 o o 0o 0O
4. Written program objectives are: ' o
- On file for the program and stated in o 0O 0O o o O 0O
measurable terms. : ' . -
- Used to evaluate the program.- O O 0O o g O 0O
5. Written performance objectives are: . .
— On file for courses and stated in measurable O O 0O 0o 0o o 0O
_ terms: ' '
- .- Auvailablé to students. ‘ O 00 &8 o 0 0
-~ Used to keep students aware of progress. O O 0o 0 o 6. 0O
B. Labor Market and Community Needs
1. Dataon labor market needs are: -
- Kept current for the program using a variety . O O 0O 0o o O 0O
of sources .
~7%  Used in planning and evaluatmg the program. O O O o g go o
2. Profession/industry standards are: ’ .
Used as a basis for planning and evaluating - O O 0O O o0 O
* the program. - o M
~ Used as a basis for planning and evaluating O 00 oo o O



DIRECTIONS FOR RATING: - e " - PAGE TWO
EXCELLENT ~— Nearly ideal, top 5 to 10% ‘ .

GOQD — Strong rating, top one-third ' . .
ADEQUATE — Average, the middie third - ' o e
BELOW EXPECTATIONS — Fair, bottom one-third a oo )
POOR ~ Seriausly inadequate bottom 5 to 10% )

NOT APPLICABLE — Statement doesn’t apply to pragram .

DONT KNOW- Unable to rate the statement . co

"How would you rate the following: 3 g
' ’ ) % ' £ '}
. < 5 3 M § 3 1%
—3.—Data-on Community population needs for train- .o Z 00 & 288 3< 4o sa
JAng, retraining and upgrading.job skills are: . ) .
~ Keptcurrent for the program. O O o o0 O 0O
— Used in planning and evaluating the program. O 0o o 0o o Oo.0
4. Dataon job performance requurements and trends .
dre:
— Kept current for the program. O o o o 9 O O
— Used tq develop and evaluate the program. O O o go o o O
— Usad to plan and evaluate course content. O O o o o O 0O
1. PROCESSES
A. Instruction ’ -
. 1. Instructional approaches are adapted to: . .
— * Recognize occupational objectives of students O o o o g o od
Meet individual needs of students. 0O o g g 0O O
— Provide learning assistance for students with O O 0O o0 o o o>
special needs. .
— Provide hands on, job related experiences. O O O O OJ \ O O4d
2. Appllcable support courses are: > '
. Closely coordinated with the program. O O o o g g-0O
— Relevant and current to needs of the students. O o o o 9 o 4a
B. Articulation is Maintained with: ,
- Educational institutions offering occupational [} O O..co o Od

0

programs (such as high schools, other
community and four-year colleges).

— Community agencies involved with occupa-
tional education (such as CETA, DVR).

U
O
@
O
U
O
.

C. Related Work Experience or Equivalent Clinical K - ' .
Experiences Is: . , ' |
— Available at conventient locations to all 0O o o o o o O
students, day and evening, enrolled in the .
program. . . :
— Coordinated with classroom lnstructnon O 0O o o o 0o o
~ Coordinated with employer supervision. O O o o g o O
 D. Disadvantaged ? ‘
- 1. Special services for disadvantaged’ students in
the program are: .
— Readily available. - : : O oo o o o o0




DIRECTIONS FOR RATING -
. EXCE LLENT Nearly ideal, top 5 to 10% ' '

PAGE THREE

"GOOD — Strong rating, top one-third , .
ADEQUATE — Average, the middle third . ‘
BELOW EXPECTATIONS - Fair,-bottgm one-third
POOR — Seriously inadequate bottom 5 to 10% / |
NOT APPLICABLE —.Statement doesn’t apply to program
DON'T KNOW- Unable to rate the statement- N §
ate the following? : HEE ;
How would you ratg the _followmg.‘ (ﬁ < s ig % - _.g
02 o8 12 238 33 & &d -
— Coordinated by qualified staff, O O O 0O o O O
— Coordinated with-program instruction. O O 0O o o g Ogo-
2. Special services for handicapped students in the ' :
program are: .
— Coordinated by qualified staff. O 0O O O g O
~ Coordinated with program instruction O 0O O O o o o
Planhed, to include modification and adapta- O O 0 0o o o o
tion of facilities and equipment where
needed.
3. Special services for the reentry student or dis- . ,
placed homemaker are: ' ;
- Readily available. o 0o 0o o o o
—~ Auvailable to assist with the transition/ O O O O o go O
, adjustment to the college scene. ] _ ) :
-~ Coordinated by qualified staff. O 0O 0O O go g o
- — Coordinated with program instruction. O 0 0o 0 o 0 .
4. Additional services for students with special needs
are evaluated through:
—" Monitoring the progress of the students. O 0O 0O 0o g 3 0O
-- Assessing program/services accomplishments O O 0O o o o O
in relation to planned objectives. )
— Fallow up studies to determine employment o 0O 0O 0o 0o o O
success of these students.
E. Emphasis on Overcoming Sex Bias, Discrimination )
- and Stereotyping is Given to: ST
- Program enrollrnents, recruitment and O 0O 0O O o Oo.o
" admission policies. : i ) '
-~ Course and program content and teachlng o .0 0 0o o o a.
methods. - T
- Selection of curricular materials. O O o o o o o
~ Job development and placement. O O 0O oo o o o
-~ Student counseling and guidance. O 0O 0O o go o O
F. Counseling, Advising_ /
1. Counseling and gundance servuces are: ° , C, ,
— Available and accessible for all students 0O O 0Oo.0 o o o
_in‘the program-—day or night. / .
~ Available at satellite and outreach centers. 1 O O O o o o i




-

.DIRECTIONS FOR RATING: . ‘PAGE FOUR

-EXCELLENT ~— Nearly ideal, top 5 to 10% : :

_GOOD' - Strong rating, top one-third C ' - ) S ’
ADEQUATE — Average, the middle third : , a T
BELOW EXPECTATIONS — Fair, hottom one-third
POOR — Seriously inadequate bottom 5 to 10%,

NOT APPLICABLE — Statement doesn’t apply tq program 3 s
DON'T KNOW- Unable to rate the statement . : 2 % : g
] >~ - 3 % g =
How would you rate the following: oS oé 18 2 gu% 2 8 s g
— Keyed to student career and progrlam interests- O O @O 0o o o o
and needs.
= informing students—of -nontraditional job O -“g0 @ g 0o g a
opportunities for both sexes. L
P Provided by a qualified, knowledgeable staff. [ S o N I T o T o Y O
~ Use a variety of resources that are relevant o-0 o 0o o 43O o0

to student needs.
2. Program includes economic mstructcon which >, ) »

helps the student: c
— Understand employee responsibilities and

rights.

a
U
O
O
g
O
O

-~ Evaluate |ob opportunities in relation to O o o o o o 4d
salary, benefits and conditions of employ-
- ment.
— Understand the principles‘of business O O o o o o 0o
" operation and cost of' doing business.
3. Program includes consumer ‘education which - )
helps students: . .
— Manage time and money. O o g o go O d
— Become a wise shopper. O M0 g o o o o
— Manage the combined responsibilities of a O o0 o o o G 0O
job and a home. )
— Conserve energy and other natural resources. O O 0o Qg oo
r - G. Placement Services . .
1. Placement of students:
= Is a planned, coordinated service. . Mo oo0 oo oo g ad
— {dentified employment opportunities for O O o o 0o 0o g

students in the program.
— Heips students in the program with market-
7 able skills find employment.

2. Program completers and leavers desiring employ-
ment are:

O
O
G
0
O
4
O

— Prepared to apply-for a job. O 0O o o o o o,
~ Treated fairly and equally. ' O oD o o oo ag-
— Placed within a reasonable pgriod of time in 0O O O o Qg g g

a job for which trained or closely related. :

56




DIRECTIONS FOR RATING:
EXCELLENT — Nearly ideal, top 5 to 10%

GOOD -

Strong rating, top one-third

ADEQUATE-— Average, the middle third

BELOW EXPECTATIONS — Fair, bottom onerthird
POOR — Seriously inadequate bottom 5 to 10% -

NOT APPLICABLE — Statement doesn’t apply to program
DON'T KNOW~Unable to rate the statement:

How woutd you rate the following:

3.

.Success and failure of.program completers and

leavers are: .

— Assessed through periodic follow up studies.

— Made available to instructors, -counselors
and advisory committee members.

~ ‘Used to modify the program and related
courses.

— Are current and relevant for the program.

H. Admissions

1.

Students and potential students desiring enroll-
ment in the program are: .

~ ldentified through recruitment activities. *
— Counseled on employment opportunities.

— Treated equitably in enrollment selection.

— Not impeded by unrealistic prerequisites or

costs. .
Able to attend classes at accessible locations

and convenient times.

Promotion of occupational educatloh
- Informed the public, legislators, news media,
boards, business- community. of program
goals and needs.

~ Interprets the |mportance of oqupatlonal
preparation as an option for students,

Gains community support and contrlbutlons.

Ii. RESOURCES
_ A. Admmlstra‘ion

1.

The administrative structure provides for direc-

tionr and coordination of the pregram through:
- Assignment of qualified admmlstrauve
personnel.

- Delineation of responsnbnllty, authority and

accountability.
Assignment of time for supervisors and/or.
administrators to provide .for planmng and
evaluation.

Administrators and/or supervisors responsible

_ for directing and coordinating are:
- Skilled in management techniques.

57
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‘DIRECTONS FOR RATING: ) -~ PAGE SIX
. EXCELLENT — Nearly ideal, top 5 to 10% . .
»GOQD — Strong rating, top one-third ) ‘ : i . ) -
ADEQUATE — Average, the middle third . 7 . e
BELOW EXPECTATIONS — Fair, bottom one- ‘third
POOR — Seriously inadequate bottom 5 to 10%

. NOT-APPLICABLE — Statement doesn’t apply. to program
DONT KNOW-— Unable to rate the statement

Excslient

Expectations
Good

ra
D ‘ ‘Zdoquno

Don’t Know
Below

N/A -~
- \
Poor
N -

o

_~How vould you rate the following: - .

(-]
o -

O
C
-D'
.D,
O
O

-- Committed to and knowledgeable about
) occupational education.
B. Instruction
1. The number of instructors is adequate for
teachers to:
— Meet individual student needs.
~ Provide liaison with advisory committees.
— Assist with student advisement, placement
and follow up.
— Maintain ongoing contacts with employers
and potential employers. ‘
2. The instructional staff, full and part time, is
qualified by:
— Two or more years of relevgnt employement
. _appropriate to the job assignment.
o — Inservice training and/or experience appropri-
™ ate to the teaching assignment. H
— Teaching competence as evidenced Uy peer, O O 4
student and/or administrative judgment.
3. The college encourages and supports inservice
opportunities through: ‘
— Allocating funds for instructor partucupatlon
— Making time available for mstructon partici-
pation. _
— Assessing inservice growth in teachmg
evaluation. N ’ :
4. Support staff are utilized in the program to
" . provide: '
— Office and clerical assistance.
— Classrcom help to students.
— Instructional assistance for teachers.
C. Equipment and Facilities
1. Equipment used on campus or off camput for the
program is: *.
— Representative of that- 0‘533 in jobs for which
the students are being trained. .
Safe, functional and welﬁ;amtamed _ o O
— Insufficient supply to serve the needs 0 O
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DIRECTIONS FOR RATING:
EXCELLENT — Nearly ideal, top'5 to;10%

GOOD — Strong rating, top one- third
ADEQUATE - Average, the middle third

BELOW EXPECTATIONS Fair, bottom one-third
POOR - Seriously inadequate bottom5 to 10%

DON'T KNOW— Unable to rate the statement

' How would you rate the following:

2. Instructional facilities (excluding equipment) -
used for the program:
— Are functional for the program.
— Are flexible and Adaptable to changing

. requirements. ,
— Meet safety standards.
— Are functional for advising students.
3. Scheduling of facilities and equipment for the
program: - '
— . Is planned for optimum use.
— Supports quality instruction.
4. |nstructional materials are:

—~ Current and relevant to the program.

— Varied.

. Available and accessible to students.

- Selected to avoid sex bias, stereotypmg
and discrimination.

5. Library resources provnded to support the pro-

gram are:

— Sufficient in quantity.

— Current, varied and relevant to the program.
Available and accessible to the students.

discrimination.

-D. Adyisory Committees
— Are representative of the program for
" which training is provided.

‘equipment, student employability and
placement.
- Meet at least annually

NV

NOT APPLICABLE — Statement doggn’t apply to program .

instructional approaches and special student

- — Sufficient in quantity. - -

- Selected to avoid sex bias, stereotyping and

. — Provide input on course content, program
modification, instructional materials and

Extend the program into the community.
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DIRECTIONS FOR RATING: : : ' o PAGE EIGHT

EXCELLENT — Nearly ideal, top 5 to 10% . ) .
GOOD — Strong rating, top one-third ' : T, ' ~
ADEQUATE -~ Average, the middle third -

BE LOW.EXPECTATIONS —~ Fair, bottom one-third \ : T
POOR - Seriously inadequate bottom 5 to 10% N, ) .
NOT APPLICABLE — Statement doesn’t apply to program
DON'T KNOW— Unable to rate tatement
How vzould you rate the following: ®
- 2 = “
: 2 gé R H
E.. Budget ~ < § 3 fr & 388
, 1. The operational budget for the program o'z o 1 234 s< 40 S8
' * — Is planned with instructor input. O O o o o a adg
= — Is adequate for achieving program objec- O O o o o o g
' tives. ' . o
— Makes effective use of outside funding. O o-o0 oo 0o -
— Is based on program priorities. . ] '{;l O Q. o g O
2. The capital outlay budget for the program: ) LT N
— ‘Is planned with instructor input. oo 8 .0 0agag d
2 Supports program objectives adequdtely. O o o g o o o
— Supports l’y;éduled equipment replacement 3 O o o 9o Oo. .
and repai¢ i B ‘
— Provides for program facilities refurbishing O O o g o.0 O-
. and modification. ' : - ’
* s v
oo s
+ \ /
’ ¢
7 ’ < '
P '
/
. , , ¥
v o . 60 - 6 7 R mT
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e “Sample Document 8
Assessment Profiles tor the Alternptive (
“ Consultative Team Evaluation Report .
v
Assessment values for each criterion-and standard should be consistent with
definitions provided below. Both quality and quantity of past performance . “

should be considered when assessing each standard. Assessment values should
be considered when assessing each standard. Assessment values should be de-

termined based upon the conditions of' the program at the time of the N
evaluation. . . ‘R\ :

’

Definitions of assessment values are as follows: .

ks '5 = Excellent: Indicates -that more than adequate time, attention,
- and resources have been assigned for conditions or operat1ons
- .to excel. (top 5 to 104)
= Good: Indicates that some additional time, attention, and re- ‘
sources are needed to ensure that conditions or operations
exce] . ( top one-third)

N
EoN
1

Al

3= Adequate Indicates that additional time, attention, and re- "’
sources are ‘needed for Conditions or operations defineg by
the standard to be functioning well. (middle third). . e

P
[}

= Below Expectation: Indicates’a great deal more<time, attentjon;
and resources are needed ¢for conditions or operatigns de-

fired by tne,s¥andard to be adequate and, functioning at an L
acceptable ]ev (bottortone th1rd) - : . )
< ¥ '
1= Poor Indicafes'Ehat the need is crltlcal for additional time,- =
attenfion, and resources to be a551gned for conditions or
operations defined 'by the standard to be adequate and
BN function at an’acceptable level. (bottOm 5 to 10%)
0 = Not Applicable: Indicates that the standard ,is not appdicable
+ given the aims and objectives of the program.
/ 0 "Don t Know: Indirates thal the evaluator cannot make an ade-
quate judgment of the statement
Quantative values are gplaced upon eva]uat1ve criteria by ass1gned numer1ca]
gquantities, 0, 1, 7, 3, 4, to each standard and-averaging them for each .
Criterion measurement, .- . ) \\
- ) o~ vy
Each assessment value indicates the degree to which time, effort, and
resources have been devoted to.meeting a. criterion. This value is computed
1n the same way for each criterion in each section. h :
The‘method of computation can best be exp]ained by the following examples: . :

. T
.. . ’ S
— K

! ’
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' . . Page 2
: ’ . /
.METHOD A<= When no check»marks appear in the N/A or Don t Know columns
Criterion: Adgﬁi1ona1 Support Needed ~
. ) r-" T . _ i DA s W
‘ N/A| Don't |[Poor | Below Accept- | Good | Excellent
Knowt ‘ Expec- able
- tations
0o o0 i 2 3 4 5
v ‘ '
. Criterion a - | X i ‘
b-|" X _ ]
- ,
c - - . X
, I X .
) ] - e e ey Ik
e-‘; 4 —_ - ';_ X/-

- 1. Mu]tlp]y the number of checks perco]umn by the number at the top of
the column ‘and tota] )

o Ix1=1"°
. Add 1 x2-=2
' : 2 x93 =6° ’ - -
. : 1 x 4= 4 ! . R
Tota] 13, Recbrd the total in the space provided.

~ .

T2 Dlv1de this total by the given denominator and record the quot1ent in .
the space pno¥1ded for determ1n1ng the cr1ter1on assessment value:

2.6 (Assessment Vh]ue)

Divide - - Tota] 13 =

* -~
M . -

. METHOD B - when check marks appear\1n1the N/A or Don't Know lp}pmdi;

1. Same as in. METHOB A (Step 1) above. . ]

-~

2.. Count number of check mark§ in the N/A or Don't Know columns.

- "y

Deduct thiS‘humber'from the given denom;gator

W

. 4- D1v1de the tota] as computed in METHODB A above by the corrected
R dencminator and. fecord the quotient in the space provided for
assessment values. .

. ’

Total * =
“Corrected Denominator

vaide‘ - (Assessment Value)




GHAPTER, SIX o

. ) . " e
.o ADVESORY COMMITTEE' PERCEPTIONS. i
!

\, N
P -
~

Th1s chapter provides a methodology for the evalqat1on of occupational
,programs by an adv1sory committee. .

Goal and Objectives

Goal . C ~ ) .

_ “To record advisory committee members perceptions of occupational
program(s}.
/ a

Objectives

The okgectives of this chapter are to solicit advisory council committee
members perceptions in order to:

14

1~ Gather data for valid program development activities.
2. ldentify needed curricu]um improvements. -

3. Identify adequacy and relevance of equipment and facilities in R
relation to the work woer

) 4. ldentify 1nstruct1ona] needs.

- 5. Lompare business and industrial stahdards with 1nst1tut1ona1 and
occupational program standards. N

-

4
6. Identify efforts to provide pl®cement assistance to students.
“

7. ldentify future occupational trend¥; ~.
Cﬂ 8. ldentify any existence of sex bias.
9. ldentify unmet needs of disadvantaged and handicapped’students.

~ L

. . Procedures For Administration

1n charge of the administration of this comporiept. It is recommended that' -
' phis individual be a department chairperson and”be able to devote

¢ :

The institution should designate an 1nst1t:§10na] representative to be O

+




appropriaﬁ% amounts of time to the evaluation process.

lnstitotional ﬁepresentative's Responsibi]ities:
v
1. Familiarizes those invoived with the survey with the procedures and
concepts of the process, and works toward a commitment from them.

-

2. Deve]ops fami]iérity with. the various manuals, forms, instruments,
' etc., and acts.as a resource person te those wbo will be using ‘the
materials.’ . . \ .

3. Mails to each member of the advisory committee a packet of materials
that includes-- . . . )

K]

a. an introductory letter (Sample Document 1); .
b. a'stamped self-addressed envelope;

c. a copy of the advisory’ committee program evaluation form.,
(Sample Document 2).

4. Rev1ews returned evaluation forms with appropriate faculty, and
takes the necessary action acéording to institutional policy to
‘implement needed program changes. See assessment profiles for
advisory committee evaluation form (Sample Document: 3).

5. Informs advisory committee members of the,results’ of the survey and
indicates tentative action plan (can be done\through the mail or at
a meeting of the whole committee). o, .

e

Individual Advisory Committee Memgek Responsibi]ities\

1. Records comments and observations:bn the advisory committee
Evaluation Form that has been provided.

—

s

2. Meets with institutiona] rep?esentative to.nev1ew the eva]uation

~ forms. .
- .. LY
,3. Works with institutional representatives to help implement any
changes in the program as.identified. - ‘
Procedures for Dawa Ahalysis o

The primary purposes of ‘this evaluation model is--

. -t . * ’ ‘ * R ,’ . R - ~ . ¢
1. individual improvement, | P

- p " . . . . i
2. program, jmprovement; . :

.. . ,

64 T -




" be meaningful, it must be used. It is.’extremely important that all

-

-

3. institutional improvement. S

.

Ln order for the data gaihed from the assessment prdcess in-this document to ™

individuals be informed of the results and the- implications for improvement.

-

%

*

- Listing of Sample Documents *

~ Y+ X

‘e

. This chapter includes a sample dotument’ for_recording the perceptions of
advisory committee members and information on storing thé§é’responses§ .
This particular instrument has been adapted from Olympia Technical College
in Olympta, Washington. ’ c

A -
- ‘e -
: v : \
- . . - —~ f

* pocument Number : _ Document Name
1 Introductory Letter \\\;
¢ 2 B * Advisory Committee Evatuation Form
3, . . _Assessment Profiles for Advisory , .
' : Committee Evaluation Form
¢
1 .
.
- S W
: .7 . ’ - /
hd "
N—
~ o - } ¢ < .
- - - = - ~
* ) g _ ] ’ .
N ’ r
G,‘ ’
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Sample Document T - -
.l ® -

- INTRODUCTORY LETTER -

Dear : ’

We are. in_the process of evaluating our occupational program to learn what
should be done tG make” Tt~even more- effectzve.,ﬁ - .

7 Te———— o
] e ——

Your views as an advisory committee member aré very important to us. It
would be appreciated if you would take a few minutes to complete the

attached form and returneit to.us in the envelope provided. .
. ) . )
2 . . . L . .
At a_future meeting of your advisory cemmittee we will tell you about thy,
resu]ts of the eva1uat1on prdcess. .
Thank you for yeur cooperat10n. . : . 7
Sincerely, !
4 . . . IR
/ . S~
John Doe - . e
Department Chairperson . - R , :
db ' -
Enclosures
. %
-~ / X
'Y
-l ~J

~N-
~N
o




ADVISORY COMMITTEE EVALUATION FORM'

. ¢

‘s

Sample Document 2

Program
. Date
hY
DIRECTIONS FOR RATING:
EXCELLENT — Nearly ideal, top 5 to 10%
GOOD — . Strong rating, top one-third
ADEQUATE — Average, the middle third
BELOW EXPECTATIONS — Fair, bottom one-third
POOR — Seriously inadequate bottom 5 to 10%
NOT APPLICABLE — Statement doesn’t apply to program
DON'T KNOW- Unable to rate the statement <
How would you rate the followingx . %
1. Student p_rebaranon for seeking employment (such as {0
completion of application, presentation of self, interview
process.*
2. Student techmical préparation for entry-level employ- .}
- ment (skills and knowledge). '
3. Student prebaration concérning work habits, attitude O
;'and work quality.
4. Success of students trained by"the college in your .
field as compared with employees who have not had
. such training."
5. College efforts to collect information about on-the: - 0O
job success and failure of former students. i .
6. College respornse to labor force and employment training O
needs for your field from the community.
7. College provision for training -and upgrading currently O
employed personnel in your field. '
8. College response to changing technology and procedures , 3
in your field. '
9, College response to emerging employment trainjng O
.. opportunities in your field. . '
10. Adequacy and-relevancy of equipment and facilities [}
_ to the on-the-job situation. ‘
11. Availability of related work experience (or clinical 0
experience) for students traming for-employment in .
your field. )

12. Instructor coordination and supervision of work ]

. experience students. i

13. College response to recommendations for program . ]

modification. «
. 14. College efforts to overcome séx stereotyping and i

discrimination in your employme’n't area. ©

15, Qoliege efforts to provide placement assistance to i
students in your field. - :

16. College efforts to meet the needs of disadvantaged - I

ana handicapped students.
' 67
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) , Page2 Y

-
ADVISORY COMMITTEE PERCEPTIONS ,%ivisory Committee Program
How long haveLyou been a member of -
this committee? N
How often does this committse
meet?
Please answer the questions below. - ‘
{Use back of page and extra sheets if necessary.)
1.  Inwhat ways has your'advisory committee helped to improve the instructional program in
your field (such as assisting staff on curriculum development or revision, arranging field trips,
identifying work experience and employment opportunities)? . ’ .
2. What are the principal strengths of the program?
3. What are the principal needs for improvement in the program? "
‘ ~
*
4.1 Have you participated in college sponsored workshops or other activities designed to alert the -
community to the problems of sex discrimination in the labor force?
YES NO -
5. During the past year has your organization hired students from programs of your insitution?
YES NO . Lot
If yes, how many do you estimate where hired? . ] <l
If no, please indicate why not. -
y)
¥
6. Does your organization plan to hire any students from the program in the next year?
Y NO :
}V;S, please estimate how many: .
68 - : ~




\Sample Documént 3

— o ASSESSMENT PROFILES FOR ADVISORY COMMITTEE
: EVALUATION FORM

v

-~ -

Assessment values for each cr1ter1on and standard should he consistent

: u1th definitions provided below. ~Both quality and quantity of past

performance should be considered. when assessing each ‘standard. Assessment*
values. should be determined based upon the cond1t1ons of the program at the
time of the _evaluation. .

»

»Definitions oﬁ_assessment values are as follows:
_.5’ Excellent: Indicates-that-more than adequate time, attention, and
resources have been a351gned~for“cond1trons or»operataons~to exce] ¥

(top 5 to 10%)

4 = Good: Indicates that some additional tlme attention,’and resources

- fh\ are needed to ensure that cend1t1ons or operations excel. (Top

»

one-third)

-

3 = Adequate: Ind1cates that additional t1me attention.and resources
are needed for conditions or operations def1ned by the standard to
be funct10n1ng we]] (middle third) )

"2 = Below Expectat1ons Indicates a great deal more time, attention,
and_resources are needed for conditions or operations defined by the
standard to be adequate and functioning-at an acceptab]e 1eve1
(Bottom ore- thlrd) : -

] = Poor: Indicates that the need is cr1t1ca1 For additional time,,
attention, and resources to be assigned for conditians or operations

defined by the standard to be adequate and function at an acceptab]e

]eve] (bottom to 10%)

0 = Not Appl1cab]e Indicates that the standard is not apiplicable given
: the aims and objectives of the program.“ .

A&

0 ="Don't Know Ind1cates that the evalyator carnot make an adequate
Judgment of the statement.

Quantitative values are placed upon evaluative cr1ter1a by ass1gned
numerical quantities, 0, 1, 2, 3, 4, to each standard apd averaging them for

each criterion measurement.

69
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. ) _ \ :

. Each assessment value indicates the degree to which time, effort and
resources have been devoted to meeting a criterion. This value is computed

in the same way for each criterion in each section. e
The method of computation can best—be explained by the following examples:
. ’ = /
METHOD A - When no check marks appear in the N/A or Don't Know columns:
Criterion: ' Additjonal Suppo}t Needed i ‘
N/A | Don't| Poor | Below | Accept- | Good | Excellent
Know Expec- | able
/ tations
0 0 1 2 3 4 5
- : I i _
Criterion - 1 X
_2 X gy
-3 ! ¥ T X )
-4 X _
-5 X v
1. Multiply the number of checks per column by the number at the top .
of the column and total.
N : 1x1 =1 -
Add 1 x2=2 -
2x3=6
1x4=4. ' ' v
Total T3 Record the total in the space provided.’

2. Divide this total by the given denominator and record the quotient
in the space provided for determining the criterion -assessment
value: S ' ‘

Divide Total 13 = 2.6 (Assessment Value)
13 essmer

e

70 ' : =




METHOD B - When check marks appear in the N/A or .Don't Know columns:
"1. Same as in.METHOD A (Step 1) preceding. _ .o

-

2. Count number of ‘check marks in the N/A or Don't Know cotumns.

3. Deduct this number from the given denominator,

4. Divide the total as computed in METHOD A above by the corrected _
denominator and record the quotlent in the space provided for -
assessment values,

Divide Total E (Assessment Value)
Corrected Denominator -

Assessment values derived by METHOD A and/or B are then transferred to the.
assessnent value profile chart.

s




CHAPTER SEVEN
ADMINIETRATIVE AND SUPERVISORY PERSONNEL PERCEPTIONS

This chapter outlines a methodology for dssessing administrative and
supervisory personnel's perceptions of occupational programs and personnel,
The purpose of this process is to identify programmatic and personnel
strengths and weaknesses so that appropriate improvement activities may be
rnithated. The process is conducted as a needs assessment and should not be

treated or considered a personnel evaluation. -

Goal and Objectives

Goal

The goal of tins chapter is to record administrative and supervisory
staff's perceptions of occupational programs and personnel.

Objectives - -
~ : .
The objectives of this chapter are to solicit administrative and
supervisory perceptions in helping to do the following:

1. Provide for staff development activities designed to fulfill
identified needs.

A ) : e - -~ N .
2. ldentify needed occupational program improvements in areas such.as .
curriculum, resource materials, physical facilities, and equipment.

3. Ident1fy expressed needs of the instructors, programs, and the
department chairpersons, and to provide for effective fulfillment of

identified needs. ‘

4, ldentify any ynstitution-wide needs not previously identified in
other components of the evaluation process. '

Qgggzm[ﬁtgﬂ_khg”§90pe of Administrative Perceptionss

fhirs chapter provides for identification of the strengths and weaknesses
of the following:

s Instructors
e Occupational programs s

» Department Chairpersons

\I
o




The general evaluation process outlined in this chapter.records the
department chairpersons perceptions of 1nstructors nd of occupational
programs. In addition the supervisory personnel's %erceptions of the
department chairpersons afe solicited. This evaluation process may and
should be adjusted to accommodate differing 1nst1tut1ona1 adn1nlstnat1ve
structures. . -

-

Assigning Responsibilities to Institutional Personnel,

The following activities are the responsipifitﬁes ofﬂano should be_
conducted by the following institutional personnel: ¢

{

-

1. Institutional Representative

a. Encourages understanding, acceptance, and cogpération ‘of all*
personne] involved with the assessment._ ‘ ‘ .

App01nts a faculty- adm1n1strat1ve committee to review, adapt, and
modify instruments- to fit individual needs. Involvement of more
personnel will promote understanding, cooperatlon, and acceptance.

L

c. Ma1nta1ns master copies of all eVa]uatlon forms for administrative
and superv1sory personpel. ' .

- b

.d. Dup]lcates sufficient quantities of forms for use with ~
admlnlstrat1ve personnel. a

e. Makes administrative percept1on forms available to appropriate -

' superv1sory personnel at a predetermiped timg.. Refers to the flow
chart in this chapter (Figure 1) for a suggested time-table for
implementation of this evaluation model.

2. Department Chairperson . . .. . e% .
a. Approaches instructor needs assessment in a pos1t1ve'manner,
f emphasizes the importance for individual, program, and instructional
growth; and attempts to establish an atmosphere of. mutual trust and
respect for a mean1ngfu1 process. - N .

b. Identifies strengths and weaknesses of instructors under his/her
~adminigtration in the areas of teacher effectiveness and
occupational competency (Sample Document 1)

~
c. Makes appointment with instructors fer an individual conference to ,
discuss ratings. . .

s

G




4 - . .
d. Records identified instructor needs on a individual needs %na]ysis
profile. ' ) .

e. ldentifies strengths and weaknesses of the occupational programs
under his/her administration. These needs are identified by a-
scheduTed#visit in the program areas and by discussions with
instructors (Sample Document 2). *

% f. Conducts a conference witﬁ all prdgram staff to discuss identified
needs and remediation of them. ’ )

3. ' Director of Designate .

a. Approaches needs assessment in & positive manner; empHasizes the
importance of -evaluation for individual, program, and institutional
growth; and attempts tg. establish an atmosphere of mutual trust and .
respect to promote’undé}stangjng, cooperation, anq acceptance,

b. Identifiés'strengths and weaknesses in performghte of the Department

Chairperson (Sample Document)3). /
c. Makes appointment for individual conference with the department
chairperson to discuss identified strengths and weaknesses of
his/her performance.
/ ' : . .
Procedures for Data Analysis
» ! .

.. The needs 1defftified through this assessment process are for improvement
purposes only and should not be related to tenure, promotion, and contract R
renewal. .. - <

_ Data Utilizatidn ' o L
The primary purposes of this material_is to promote (1) individual
: o,

mmprovement, (2) program improyement, and (3) institutional improvement. In

order for the data gained from the*mrocess in this chapter to be meaningful, = "~ -

the data must be utilized. It is extremely important that,all concerned
parties be infarmed of tHe results and the implications for improvement.

14 . ’
-
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} ' 4 S . -+ FIGURE 2
- . ADMINISTRATIVE AND SUPERVISORY PERCEPTIONS
. ~ ' | FLOW.CHART . Lo ) .
1 2 ’ 3
~ Select Determine Scope ’ ‘ .Review
L of Administrative ’ ‘—<  and
Institutional - . anq —_— Modify |
. .. upervisory -

Representative Pe:::izptionz : : . Instruments . \¢\
Director ~ Director ' ' _ Institutional Rep. : y
. Institutional Rep. Department Chairpersons
- ‘Instguctors

5A |}
.
Summary )
2, Conference
. — Dept. Chairpersons '
( ' and ’ AN ’ [y [
4 : Instructors . 6
Implement
- - . -Appropriate
Administer ‘ . o ' ) " Procedures to
" ¢ ] . — Help Meet
nstruments : . . Identified
- 58 ’ Needs
Institutional Rep. . Summary Director
/ Conference Department Chairpersons
— .Director '
, and ‘e
Dept. Chairperson -,
. ~‘
Director 8," ‘
"’L‘ﬂw}- y !
; { R (

v

}
;
:
:
]




[
—

[

“
7/

Document Name
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Supervisory Perceptions of’
‘Instructor :

Supervisory Perceptions of
Program - '

Supervisory Perceptions of
Department Chairperson




’ . ‘ Sample Document 1

SUPERVISORY PERCEPTIONS OF INSTRUCTOR
J . /

Name,of 1 ?str%p(()r > '

-

Date . .

The followmg questionnaire was designed as an instxument to help the Department Chaarperson
dentify strengths and weaknesses of the instructor. The' competencies listed are based on nationally

recognized teacher competencies. s

The comments and ratings made on this form are strictly to help identify needs so that appropriate’

activities 1n staff development may be geared to the fulfillment of those needs.

Rating Scale

1

R)

]
3 — NEEDS VERY LK TLE IMPROVEMENT
. 2 - NEEDS SOME IMPROVEMENT -
) 1 - NEEDS TO IMPROVE i N
* 0 - NOT APPLICABLE . 5
D ‘_ ¢ .
~ o ‘ . . ‘
A. Personal Qual¥fications g gs . =
' 25 g o 3
. 1. There should be effective interaction between the instruc- 2§38 § & §8 55
stor and other profess;onal staff. How do you rate the 288 zE zE z3
., instructor’s interaction with those listed below? 3 2 1 0.
t . A -
L a Other instructors . T . ("] ] ] 2
b. . Department Chairperson - - . oo o 4
e .
c. .Assocvafe\?lrector for Instructlon — . R 0 T T
d. 'Associate Director {0 f\\'ﬁtudent Personnel Services L ] L] )
‘e .Dlrector ' S . ,~ B iy A 100 R R O
- \ ‘. v “ = 3 .
f. ‘Medta Specialist "~ ) oo R (> o
. ) ’ 'y N
~ g. Coordinator of Special NéedsProgram L I 3 2
= - " ” K - ) - Py :
< h. Registrap - I _ o, O ‘o O
"i. ' Secretarial Staff R S R VS R B 0
".']. ‘Pre-Tech Staff. . . ! - O [ 4 0
2. An instructor should exert continuous effort towamf
~""'°~'--11'npr8ved performance. Raté this mstructor on the itéms . "
beIOW . L . , -
L > 0

a. Extent to which mental effort is apphed to perform- .
ance ¢ . -4 !




Yy o : T PAGE TWO = .

¢ .
N , ' 3 2 v 7o

LA . - .

‘ ~ b. Extent to which mental-effort is applied to perform» O O O l:] -

: ance. . \ "\ ' ' .
c. 'Extent; to which departmental responsibilities are S | O~y O O
- ~ assumed. .
3. In order to promote instructional. contmunty, instructors . . e

should be in attendance on a regular basis. How would you
rate this instructor? Extent’to which his/her attendance

affects the continuity of instructidn. . -
; A . 3
= B. Teaching Skills b -
. 1 There should be effective communication- between the ( [ O O -~
' mstructor‘and student. Fow would you rate this instruc- o I

.* torn the foIIOwmg areas of communication? ,

"’ ' _a. He/she makes students aware of their progréss. 0 O, | O -
' : - - q’?’ N
v . -
b. He/she explains what 1s right or wrong abqut assign- O (| O O
ments or work., " ) \
c. He/she recognizes and adjusts teaching methods to dif- O O O 0O

. ferent levels of student achlevement inclass. - -
- 14 . B
2. The instructor who applies vanety to teaching methoﬁs
° uses many techrliques to assist learning. R‘atL_hls instruc- am » o
tor as to use of the foIIow:ng

. » a. Guest §peakers O d O . O
b. Special class activities - # : ‘\ ’ J O 0O O
¢ Fieldtrips .~ | R o o oo .
/0 T d. Audiovisuals - 0O . . O 0O .
e. Printed tiandouts - . o @ O o o L
h 3. Students knowledge.oi their progress is of utmost :mport ‘ ]
' ance in a learning situation. How would you rate this
instructor in the following areas? - C e LT -
e - : . ) .
_‘ a. - His/her.grading procedures are clearly described o .0 1] O ’
- ! . (' "'He/shc clearly md:cates what material tgsxs vynlll cover. LD O O O ) .
¢ Student tr'gts are.graded within.a reasonable time.- + [':l >l:] o El‘ , .
. (\1‘} ';-ie/she remews test resul} with his/her students . O 0O ') . O




PAGE THREE

- 4,. Classes shoul gin and end at a scheduled time and the f .
instructor should be present and available to assist: . .
students. How would you rate this instructor in the follow-
ing areas? . 2 ) 0 -
a. “His/he’r\clasés and laboratories begin at the scheduled C )' 0O £ -
’ time.. ' : - i ) ) v,
b. His/her students are dismissed at the scheduled time. O ) |
. c. He/she isvrﬁﬁwhen classes are in session. S i PRI £7) )
d. He/she uses his/her planning time effectively. ) (17° @3 - M 3
e. He/she uses his/her planning time effectively. . (O moooc-
5. *Subject matter must be presented in an organized manner. -
How would you rate this instructor in the following areas? - -
a. Subject matter is presented in an order Wthh helps 3 0 M '
students understand. .
b. He/she stays on subject or related material. Does not (7 0O ] 0
Q_\ waste class time on unrelated material. .
-~ ¢. His/her assignments are clear and easi[y‘undiarstood. . O )
d. He/she gives enough time for completion of assign- O O O O ’
ments. -
e. He/she is well prepared to conduct classes/labor3tories O O O3 O
each day ] -~
# He/she has a daily |eSSOn plan and uses it.” - - 0O 0) ]
% .
g. He/she reevaluates and/or revises course syllabi when [j' ] | C
4 ‘ appropriate.\. w o, ‘
6. The instructor should He fair when working with students. - o
How would you rate this instructor in the following areas?
a. He/she giyes the grades earned. o . (] o O 3
b. ‘He/she gives individuals a fair share of his/her time. 7 3 o R
' c. He/she makes class assrgnmentSzwhrch apply equall 3. O O 0]
. toall persons L ’ .
. > . .- »
,d. He/she posts and meets dffice hours 2 4 \’ ) 3 O J O
7. Human relations are of extreme importance to the success. ’ !
of tHe program. Please ratez!e foIIowmg concerning the . .
human relations between' s |nstructor and hus/her - ’ .
students. o _’) . j
s ‘a. Helshe is considerate and tolétant of students ) . ] ] M O _
oprnrons . . . -
a . N
X 80 . » ) . -
/
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) 3 2
b.: He/she gives personal. attention to his/her students 3 .
when needed. !
c. He/she is courreous toward students. ' (] O
d. He/she displays self-control toward students. O ,6
‘e. He/she gives criticism in a courteous and helpful O O
manner, \ . ;
f.. He/she encourages students to ask questions. O (]
g. He/she responds to student questions in a considerate . O O
and courteous manner.
‘}l. His/her relationship with his/her students. is not influ- O (]
enced because they are male or female.
1. His/her relatnonshlp wnth his/her students is not influ- O O
" enced by his/her partmul{ réce.
1. His/her relationship with his/her students is not influ- &) ¥
enced because.of students’ age.
8. An-efficient instructor processes-paper work promptly and ] O
accurately. How do you rate this instructar? He/she sub-
"mits required paper work and reports that are prompt
and accurate.
9. Alistaff, including instructors, should assist in job place- *
ment efforts. How do you rate this instructor?
" a. He/she ass|sts the students in his/her ‘program in . [ 1
" finding jobs for which they are trained. o
b. He/she assists the job placement coordinator and other O ]
staff in the job placement effort. g
10. Instructors should maintain a positive relationship with
related bujsiness and_industry. How do you rate this * ’
instructor in this area? . , .
_a. He/she has business and/or industrial representatives |
visit his/her program. )
b. . He/she Viits business.and/or industries that relate )
to his/her instructiorfal program. | .,
11. Please indicate below any areas in which asscstance needs
to be provnded to this instructor. . s
T - v -~
» .o .. )
v . 81 .
¥
. . 8»7 ‘
‘ " ! ,
. . by
’ 3 ' LR »
. L ‘

1 0
O O
O O
o o
O O
0 o
O 3 )
o o .
»
O O
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O 0O
o o
o o .
O O
O O
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Sample Document 2

&

SUPERVISORY PERCEPTIONS
PROGRAM :

Program

~

Date

This program evaluation is based on the standards of the Southern Association -
of Colleges and Schools. The evaluation is to be done by the Department
Chairperson during a formally scheduled,visit. It is the responsibility of

the chairperson to verify the evidence available to support the standard and
render a judgement as to whether or not the standard has been met.

Please respond 'yes" or "no" to each item. All standards not met are %o be v
. explained on the Tast page, a]ong with any comments or suggestions for
improvements. The coordinator is to prov1de the department w1th a cony of

the evaluation. A .

~

PROGRAM

1. There is a copy, of -the school cataloa present in the
department, available for use by faculty and students, * ,
* which contains the philosophy and purpose of the institution. ’ ~
The goals, ob3ect1ve$ and description of'the occupational

" program. ’ . .

2. The program clearly ref]ects the philosoohy and’ puroose of the
institution and the needs of the students :

-3r Admissions requirements are reasonable in re]atJon to expecta-
tions of student success. . ,

4. There is evidence of semi-annua] advisory committee meetings.

. 5. °The department comprehends and participates in a system of
,k. evaluation which leads to the up- dating and/or 1mprovemgpt of
the individual instructor and the occupatlona] program.

-

. 6. The instructional program is orqan1zed to prov1de the knowledqe
and skills development that are essential for success,wn the -

occupation. . ‘ .

7. Hithin the classrooms, shops, and laboratories, there is
evidence that instryetion has been properly organized and is
being iﬁp]emented rough multi-media approaches.

~

8. Teaching methods and procadures make nrovisions for 1nd1V1dua]
differences and needs. , . -

‘4 . . : -
’ ’ -~ -
- . ' -




Supérvisoryv Perceptions Proarant ‘ Paae 2

STAFF

PHYSICAL

1.

EQUIPMENT AND, SUPPIIFS

18,

12,

3.

14.

15.

6.
4

17.

19.

FACILITIES,

.
To ensure skill proficiency, sufficient oractice is nrovided
with appropriate and suitable equipment similar to that
currently acceoted in business and industry.

Job oruentatlon, work habits, and attltudes are interwoven

into the 1nstruct1ona] program to assure job compatibility.
Activities which 1nc1ude health emphasis, job safety, and fire
prevention are an integral part of instruction.

Records showing the progress of the individual student are
maintained and made a part of his/her permdnent file.

’,°

There is a system of evaTuating studemt achievement.

There 1s.domonstrated a continuous effort to determine the
effectiveness, reliability, and validity of the methods of

evaluation.
. ’

Lesson plans have bheen developed and are utilized,

-

-

Tnere is eyidence of liaison between each instructor and the
respective business or, industry.. ‘

\

Existing facilities include adequate snace and utilities in
classrooms, laboratories, and shop areas whlch nrovide for
safe and order]y instruction. _ .

t N
There is adequate light, heat,.and ventilation ip all areas of
the facility with narticular attention to conditions which
might adverse]y affect health and safety. 5 . .

1)
.

Proper equ1pm9nf and adequate instructional and non- instrﬁctiona]
supplies are made available to supoort the instructional programs
offered by the institution. -~

'

Fquipment selected represents the qrade and type uséd by business

and 1ndystrv.

L .
The department has a system of supply dnd equipment inventory
which 1ncludes instructiqnal and non-instructional items.

83
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22. A1l instructional equipment and sunplies meet anpropriate
.safety standards

<

23. -First aid supplies are readily available.-

LEARNING RESOURCE CENTER

24. There is a ]earninq resource center provided by the department.
_____25. The learning resource center(s) includes sufficient materials )
L to fac111tate a multimedia approach to instruction.

... 26. The equipment and material are appropriate to the needs of the

“ programs served. p

__27. Materials include such items as audio-visual aids and
equipment; reference books; industrial and technical
‘Wanua]s; and trade, technical, and professional periodicals.

28. A current inventory is maintained and updated bi-annually.
29." A plan exists for annually evaluatina the effectﬁveness of
the learning resource center(s).

P

PLACEMENT AND FOLLOY- UP _ <L o

"30. There is evidence in the department that a fo]]ow up prooram
T is conducted annually; whic¢h collects, records, and maintains
employment information over a five-year period is ¥n operation.
(Such as the annual follow-up report of the placement office.)

DESCRIBE ANY STANDARDS MOT MET AND ADD ANY COMMENTS OR SUGGEsTIONS.BELOU:




. : ; . Sample Document 3

SUPERVISORY PLRCEPTIONS
Department Qpairperson .

‘ -
e e e —_
| Person to be rated - . "
| - -
! Iﬁﬁ?ﬁUCTIONS: Plea<e rate the person named abqve on each of the items
3 listed below. Be frank and honest--no one will have any way of knowing
, how you personagly answered these questions.
|- Please redd each question 0 = NO OPINION OR DON'T KNOM
; carefully. Then circle the 1" = NEVER )
' _ number that matches the 2 = SELDOM
: response closest to your 3 = SOMETIMES
o view. Use the rating scale 4 = USUALLY
tn the right. ». . 5 = ALWAYS
b e e
€
Cre cle one number for cach item. NO |
OPINION NEV SEL SOM USU ALW .
1. Demonstrates brdaa knowledge and . . o . 1 2 3 4 5
- thorough understdnding of h1sﬁher
adm1nlstrat1ve area.
2. Understands the 1mportant deta1ls . Q ] 2% 3 4 5
of his/her staff s work.
J“ . *
3. Shows interest and enthusiasm in . . 0 1 2 3 4 5
his/her work. - N
" . - ) # A/ L
4. Expresses his/her thoughts clearly . 0 1 2 3 4 5
-and effectively. , BN -
5.' Sets clearly defined gdals and . . . 0 1 2 3 4 5
objectives for himselfgherself ) ) . ’ L
and his/her staff. E )
6. Plans carefully and anticipates. .. 0 1 2 3 4 5
ofs1ble problems.! S . ‘
7., Follows his/her own plans and . . . .0 T 2 "3 _ 4 5
exhibits the persistence ‘ . L :
necessary to accomolish, GoaTs ‘
and objectives. . DR - ‘ ,
8. Is well orqanized. . . . ... ... O 1 2 3- 4 5

.
- P . |
o
. <
H

85
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10.

17.
12.

14.
15.

16.
17.
18.
19.

20.
1 21.

22.

" 23.

ADMINISTRATOR EVALUATION QUESTIONNAIRE

.
Circle one number for each item.
-~

Effectively manages the efforts

of those who work for him/her so
that his/her organization operates
at peak efficiency

M&les thouqhtfu] weII reasoned
decisions.

Horks hard . . . . .
Makes sure that important work ._
gets done on time. e

Adjusts quickly-to changes in
plans or: procedures.

Performs well under Mressure .

Controls his/her emotions even . .
when things are not qoing right.

Effectively evaluates programs,
p{actices, and personnel.

e r L}

Is willina to try new aoproaches ¢ . .

or. methods.

Clearly defines and explains what

he/she expects of staff members.
\

Hires the most capable people he/.
she can get.

Supports those who ‘v}ork for him/her.

Is’ conscious of the problems that .

exist at your level.

K .
Encourages staff memebers to raise .

questlons and express their
opinions.

»

" Considers viewpoints that differ . .

from his/her own.

' 86

NO*

0

e e v = - ————

. e e = = eae

12
1 2
12
o
12
12
12
1. 2
12
12
12
1 72
12
12
12

3
3 4
34
23 4
3 4
.
3 4
37, 4
3 4
3 4
3 4
3 4
3 - 4
3~% 4
3 4
34
N

\

- PAGF. 2

OPINION NEV SEL SOM USU ALW 1
4

. 5

v
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ADMINISTRATOR EVALUATION QUESTIONNAIRE ' . PAGE 3
e v o ot e e e e Y = 2 = —— —
' Circle one number for each item. NO '
: » , . OPINION NEV SEL SOM USU ALW
24. Encourages staff members to . . . . n - 2 3 4 5
" . develop innovativeé solutions to
problems. )
25. C(reates a feelina of unity and . . 0 1 2 3 4 5
* enthusiasm among those he/she .-
has contact with,
« 26. I< eourteous and considerate . . 0 o 2 3 4 5
27, Is nonest and dependable in ... .. 0 1 2 3 4 5
his/her dealings with staff -
members., s
28. Treats all staff members fairly . . 0 1 2 3 "4 5 o
© and impartially. -
29. Compliments_and thanks staff . . . 0 1 2,- 3 4 5
members appropriately and - . N . i
. sincerely. / ’
30. Recognizes and reQar&!na;gff A 1 t2 3 4 5
© memberss .achievements. . . . i
31, Supports the (olleqge's policies; . 0 12, 3 .4 5
«_procedures, and philosonhy. ‘ .
T 32, Boes a qdbd job of oromoting . . . 0 1 2 3 4‘ 5
tne College's public image. =
$ - . Y e
B > - ’
’ ’ '
LY ° » .




CHAPTER EIGHT -
« - InsTRUCTOR PERCERYIONS

r : 2
This chapter provides-a methodology to assess instructor's perceptions
of the following:

®

Self/(lnstructbrs)

Program .
V.
Student Personnel and Support Services

Department Chairperson N
’ v

The self-assessment 1nstruments for instructors adsist in the —
construction in a self-review of their teach1ng7efféctiveness and mastery of
accupational competencies. Examples of competency listipgs for three
programs are included\as sample documents. .

Procedures for adm1nlsbrat1on and data ut1]1zat10n instructor !
perception forms, and other sample docunients are 1nc]uded One copy of each
- 8f the 1nstructor perception questionnaires could serve as a tally
instrument and composite report for teacher responses. .

Goal and Objectives

g N

/ ! ~

Goal . ' ' d

~

To record 1nstructors’ perceptions of “the program, student pepsonnel and
support services, department chairperson, and their own individual . .
performance. -

Obgectives ‘ o

The objéctives of this chapter are to so]1c1t 1nstructor perCept1ons in
hglping to do the following: ;

1. Provide for valid staffAevelopment activities designed to fulfill
seIf—idéntified needs. : . T

v

2

2. ldentify needed occupational program 1mprovements, in areas such as
r~~/s currlculum resource materials, physical FTacilities, and equipment. %i?

-~ \ ‘ -
,

-
N
' N




L
- %

S *

i 3. Ident1fy strengths and .weakhesses of student personne‘ and Support
’serv1ces as-related to individual instructor and prograp needs. - -
. i, Identify strengths and weaknesses of the depdrtment cha1rperson.as .
.related to individual instructor, program, and institutional- needs. . N
” - . 'L - ’ . « ;' T ) L
Procedures for Administration ° . Y )

< \ P . ) .
) . . <

YL ' . N
- . . L \ . *

\ N
Select Institutjonal RepresentatiVe

Prior to the commencement of any eva]uatlon activities, the 1nst1tut1on .

should -designate an institutional representative .to be in charge~of -

administration of- this evaluative component. It is recommended that the

- Tnstitutional représentative be an administrator or supervisor, be familiar »
with and engaged 1n the day-to-day Qperat1on of the occupational programs
and services, and be able to devote approﬁr1ate amounts of time to these

. responsibilities. - o,
’ ¢ | - ‘ “v T o -
. Identify Components of Instructor Perceptions- : (
Instructof-perception compornients are the~fo]T6wing; . L_ \\
e - . . o \
s R Se]f (instructor) . . _ s S © e,
. . OCCUpat1ona] Program o ~
-t 3C StudentaPersonnel and Supgort'ServiCes~'
- N - - - +
4, Department ‘Chairperson" T : ‘
. Assign Requnsibi]ities of. Institutional Personnel
1.  Institutignal Representative ’ 2 .
a. Selects a faCUlty adm1nustrat1ve commlttee to review and mod1fy
. instruments. ‘
J ) b. - Maintains master copies of .assessment forms., S S ’.4?
. c. Duplicates sujf1c1ent quant1t1es of forms for ¥se with all :’
instructors. e -
. d. Distributes all assessment formssto instructors at appropriate 4
o times. Refer to the Flow Chart in this chapter for imple-
) ~ mentation of this eva]uat1ve process.. The forms should be
accompan1ed by a memo \Sample DOCUment 1) explaining the neéd
o ’ > ! ‘ . . ‘ .
£ 7 . , v . » hd




.n

‘b for and 1mportance of this" 1nformat1on. The memo should
designate a deadline return date and the name of the person to
whom the completed forms should be returned. : -

3 - . .

2. Department Chairperson 'y

3

a. 0r1ents 1nstruct0rs in a4 positive, manner to th1s assessment
* . process 1n order to gain their acceptance and cooperatlon

A

b. Receives the 1nstructor S comp]eted self-and program assessment
forms. . . .

c. Holds conferences with indiviudal instructors, reviews and
discusses self-assessment. 4

“d. Meets with program instructors as a group to discuss the .
program evatuation.

ew Records 1dentified wnstructor needs on Individual Needs

Analysis Profiles and program needs on Program Needs Ana1y51s

"Prof11es. - :

o L]

3. Instructor

a. Completes assessment forms for self, program, student personrel
-and support services, and department chairperson. Return:
completed forms|to appropriate persons as .indicated on the memo
,attachéd to the forms at-the time of issuance. _ .

. s .- .

b. Participates 1n/an individual conferengg with department .
chairperson regarding self—needs.‘

, €. .Participates 1n a4 groub conférence with departmebt ¢hairper§on
and all staff of tHe occupationpal program to discuss program
needs. . . ‘ s

g : . H ) "

4. D]rector or D1rector s Designate

~

JRece1ves assessment forms .from 1nstructors for de artment
cha]rperson student personnel and support serv1c .
"y
b. Holds conference w1th appropr1ate personnel cancerning
identified needs. C : L.

c. Records identjfled needs aﬁé@ppropriate needs ana]ysis profiles.

.




3

Explain.Instruments - ) ' - .

rs ]'
.

! 2-

3-

S\

4-

»

Self-Assessment o AT S

Each instructor is asked to rdte himself/herseif (Sample Document
2). This assessment rform identifies competencies related to
individual instructor effectiveness and OCCupationalifompetency.

f&e instructors should review competencies developed for their |

respective ocdupationa]‘fie]d, dssess their mastery of these :
competencies, and make recommendations for gelf-improvement (Sample
Document 3).- ‘ . .

-

Program Evaluation _

’ Uéing data obtaiﬁed from }dv?sory,boaﬁd members and - ¢

self-perceived wegknesses and strengths, each instructor eva]uateS"
components of the occupational program in which he/she-teaches.
(Sample Document 4):( [ :

Student Personnel and Support Services )

The instructors give their percéptions of the student personnel and

., support - services tp identify. strengths and weaknesses as related to -

their individual needs and support of the total program (Sample

.Document 5). This chapter ingludes sample instructor perception

questionnaires for Student Personnel and Support Services that .
include Adpissions and Counseling, Registrar, Job-Placement and
Follow-up,-Media Services, Instructional Materiajs Center, and
Pre-Tech. Institutions with other services must develop instruments
to meet the needs.of that institution. The sample instrument$ may

‘need to be modified to meet local existing conditions. - -

Department Chairperson

Instructors give their perceptions of the strehgths and weaknesses - —-—

of their departinent chairperson (Sample Document 6),° These
perceptions provide data to the supervisory staff and the
administration upon which decisions- for need:;fulfillment and ]

improvement ‘activities can bk based. Tfe instruments (Sample .o~
““Documentss, 2, 3, 4, 5, & 6) were destgned to meet the needs of one

institution. Other institutions smay need to develop additional

instruments for assessment of supervisory personnel.
N :

v
4

he ey RSO ¢ 4~




Tally Instructions

InstruCtor perceptidns concerning the program, student’ persbnne], and
support services, and department chairperson should be tallied for-
presentation of a "total" picture to-the appropriate persons. One copy of
each of the instructor perception questionnaires could serve as a tally

- instrument and composite report for responses. 5 |

Supervisory and student personnél and support services personnel should

_be apprised of aggregaté responses. MWritten comments should be typed i
verbatim with no identifying remarks. Many tally techniques Jcould be c,77/
utilized in collecting and presenting this 1nformatqon. Hand tallying has
. served to be &n adequate method. , .

-

1]

‘ Record on Needs Analysis Profiles

Identified needs are recorded on the appropriate needs apalysis profiles T
by the 1nst1tut10na1 personnel designated under "Assigning Responsibilities
‘to’ Instltutlonal PerSonne]" in this chapter. . 7m
© Data Utilization . . : ’
- < - g . AN . : .
‘The primary purposes of these evaludtion materials is to provide for (1) f
individual improvement, (2) progFam improvement, and” (3) institutional
’1mprovement. In order for the data gained from the process in this document s
to be meaningful, the data must be utilized. It is extremely important that
all concerned part1es be 1n£onmed of the results and the 1mp11cat1ons for

v

_improvement s - . .
. \ . ' .

\

Flow Chant--Instructor Perceptions . ' , Ly .
. - : :

The flow chart on the following page identifies the process of gett1ng

the instructor percept1ons and analyzing the data. N ' - .
. ’ . . ' ‘
I . / ’
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LISTING OF SAMPLE DOCUMENTS

Number ‘of Documeiit Name of Document \ 4
1 . e Example Memo
“25 Instructor Perceptions Questionnaire

Self-Assessment

3 . ) Se]f-lmprovement Activities
4’ o Instructor Perceptions Questlonnalre
Program Evaluation
' 5 - Instructor Perceptions Questionnaire
S Student Personnel and Support Services
b _ : Instructor Perceptions Quest1onna1re
/ > Department Chairperson
- (77 Alternative Instrument for Gather1ng
Data from Instructors
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Sample Document 1

) | : A

SAMPLE" MEMO

T0: All.Faculty
FROM: -
DATE: , .
SUBJECT: Instructor Perceptions

The following forms are designed to give you an oppo?tunfty to
express your needs and perceptions as they relate to yourself and ~
~ the administrative, .supervisory, and support services provided to ’
: you. .Your ratings and constructive comments will help provide
better administration, supervision, and suppory that will assist
you as you seek to do yourfJob ,

L]

Your name is required only on this cover sheet for return
identification purposes and on those: forms that relate to you. It

Jds not required that you sign the other forms. Leave blank any A
item not-applicable to you. Please turn these forms in to me by ,

Upon receipt, all forms will be ", S
separated to ensure confidentiality of your rat)ngs of other ‘
persons. ' . e

- e - L o e - N R
, ]
¢
,
. !
R y /
, ~
/
\ |
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Sample Document 2

INSTRUCTOR PERCEPTION QUESTIONNAIRE
. SELF-ASSESSMENT e
{ . Instructor _ Date
Program ) .
. ') )
The following questionnaire is designed as a self-rating instrument to help you evaluate your
effectiveness as a teacher. The competencies listed were developed by a faculty-administrative
com‘mitteg and are based on nationally recognized teacher competencies.
The commgnté and ratings you make on }his form are strictly to help you identify your needs as
* ateacher, so that apgropriate activities irf staff devel pment may be focused on those needs. None
of the responses in this document will be used in' yodr annual personnel evaluation for contract
renewal. Please give this information your careful consideration. .
3 ) —
‘Rating Scale ‘
.3 - NEEDS VERY LITTLE IMPROVEMENT
. 2 — NPEDS SOME IMPROVEMENT
1 — NEEDS TO IMPROVE .
, 0—-NOT APPLICABLE
, A. PerSOnaIfQuaIiﬁcatic?ns _ —- | -ég EE oy .‘ ‘_§
1. There should be effective interaction between the instructor :ﬂig 2 g 'g g s%
and other professional staff. How would you rate your inter- . Z§E E. 2E 2%
action with those listed be|o%? '3 2 1 0
a. Otherinstructors . ‘ . O 0O O g
b. Your Department Chairperson J O (3 O
i c. Associate Director for Student Personnel O O O O
d. Associate I_)ireetor.for Student Personnel (] O (] O
N e. Director - 3 O (] O
. A ‘ o ' .
f. Media Specialist ‘ . ] d . a -0
. -
g. Coordinator of Special Needs Program T O o o
h. Registrar . (2 ;D O 0O
. Secretarial Sta#f - : s I R o R
J. Developmental Studies ) “ ’ O O, O -0
97 .
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PAGE TWO

o . .. . . :
© L . ' ’

- . L]

P 4
* 2. Aninstfuctor should exertscontinuous effort toward im- V'
proved performance Rate yourself on the |tems below 3

D-N
d
J @

"a. Extent to which mental effort is applied to per- o .
formance.

-

- b. *Extent to whlch physical effort i is applied to (J a° 3 (S
performance. ¢

‘3. -In order to promote instructional continuity, instructors
should be in attendance on a regular basis. How would
you rate yourseif? ,

Extent to which my attendance affects the continuity of
instruction, S,

=8. | make students aware of théir progress. , ° O I (2. 03

b. ‘I 'explain what is right or wrong about assrgnments ] £ 00 N
orwerk. g

c. | assign learning activities to’ |mprove my students _ {7 - [ ]
., performance. :

B TeachmgSkLIIs ) ) . i : K

1. There should be effectl’ve communication between the .
instructor and student. How would yqu rate yourseif \ ,
in the following areas of communication? : .
—

- a. | make students aware of their progress. O [ g - O

T b.'I explaii what is right or wrong about assignments 3 O (I (N oo

or work. . . i / .
c. | assrgn learning activities. to impréve my students 3 - 0O J -
performance.

2. The instructor who applies variety to teaching methods
uses many techniques to assist learning.

Rate yourselfdas to the use'of: p . -
a. Guest‘speekers y [N C D i s ,__¢
b. - Special class activities. i o o O O
¢. Field trips ' . . O O ' O’
d. .Audiovisuals . - T / Cl O ] 4
e. Printed handouts g O U [ o
3. Students’ knowledge of their progress is of utmost ! -
importance in a learning situation. How"would you rate - :
yourself in the following areas? , . ,
‘ ; S B = s = B

a. My grading procedures gre clearly described.

98
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-

b. | clearly indicate what material tests will cover.

c. Student tests are graded within a reasonable time.

~

d. | review test results with my students. «
4. Classes should begin and end at a scheduled time and °
the instructor should be present and available to assist
" students. How would you rate yourself in the follow-
ing aréas?

B

a. My classes and- laboratories begin at the schedulec(
time. {

.

'b. My students are dismissed at the scheduled time.

L
v

c. | am present when classes are in session.
o .

. . . lh-‘}
d. | am available toYassist students when classes/
_¢ laboratories are in session. B

e | Uf my pianging time effectively.

r\ .
5. Subject matter must-be presented in an organized

manner. How would you rate yourself in the following
areas? )

a. Subject matter is presented in an order which helps
students understand. ,

b.:-I-stay-on subject or-related material and do not waste

- class time on unrelated mateualw .

c. My assignments are clear and easily unders/too'd:

s

: . . LS
. d. | give enough tlme for c0mplenon ofassignments.

e | am well prepared to ¢onduct cIasses/Iaboratorles
- each day. M

-

f. I have a daily,lesson plan and.use it. L.

6. The instructor should be fair when worklng with
- students. How would you rate yourself in the followmg
areas?.

.

a. | give the grades earned.

b. | gi;/e individuals a fair share of my time.

c. 1 make class assrgnments which appIy equally to all
persons.

7. Human relations .are of extreme importance to the

success of the program. Please rate the following concern-

ing the human relations betweén you and your students.

a. fam considerate and tolerant of students’ opinions,

C T 99 105
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10.

11.

12.

-, ‘ . - °  PAGE FOUR v
: , ’ 3 2 1 0
. i . P ‘
b. 1 give personal attention to my students whn neede(f. ) (8 0O { ]/ [}
d /
c. | am coufrteous toward students, - , . | o ) 07 (]
d. |display self-control toward stu?ents. ' ;f N R U1 0
. L 3 : ; .
e. | give criticism in a courteous and helpful manner. ’ (3 ] L] 1
f. 1 encourage students to ask questions. R £ .| |
g | respond to student questlons in"a considerate nd (] 3 { ] 1] -
courteous manner. : ..
h. | feel that my felationship with my studehts i not ] o 1]
- influenced by his/her particular race. - . .
i. | feel that.my relationship with students is ngt ] - 0] {1 ~J
influenced because they are male or female. ) i
i | feel that my relatlonshlp with my stude ts |s not 1 T | L]
influenced because of his/her age. -

"An efficient instructor processes paper work promptly o '
and accurately. How do you rate yourself? ) .
. f'\ ‘ " >

| submit required paper work and reports that are'prompt - 0. T {1 |
and accurate. L
Al staff, including instructors, s‘houjd assist in job place- - "
ment eéforts How do you rate youu’self
‘ ! S~
a. | assist the students in my program in fmdmg 1obs S ] ("] ) .
for-which-they are trained. ° / L, LA
& .
b. | assist the job placement coordinator and other staff ‘17 [ R O R |
in the jop'placement eftfort. /- o
. . I
Instructors should maintain a pgsitive relationship with : .
related business and industry: How do you rate yourself . ‘
in this area? -~ v o ‘
N B // . P
a.” | have business and/or industrial representatives visit M £ [ 7l
my Jprogram. . " )
b. I visit business and/yr mdustnes that relate tomy R o R e T O D <
instructional progr/?m ' . r
What changes could be mstltuted that would help you - )
|mprove? . / .
'/" B . ' v .
What addmoy/al resources could be provuded to assist you = . .
in your work? ot . .

P

.
> v —
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* . ~ . ’ : PAGE FIVE

-

. Occupational Knowledges and Skills . o

i ) - S ¢
Identify belqw’ those occupational knowledges and skifls that you feel you need to ,strengzhen
or improve upon. Also, list any new skills or techniques emerging in your occupational area
with which you need to become familiar. In identifying these needs, it would be helpful for

you to review the skill demands-of your currigulum, or competency listhngs, such as VTECS, .
or NOBELS (Business Education), or other %ch lists. Please list in priority order. - (
S —
1. . . . : .
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- 3 - Sample Document 3
. ' . ;’ ° * . -
N ’ SELF-IMPROVEMENT ACTIVITIES T . .-
. } : .
Instructor ' ‘ N
Prodram . c Year _

~

Directions: Please list ali staff development improVemenf activities in ’

.which

_conferences, local and state staff development activities.

ou partitipated this past year, for example, courses, workshops,

This information

will provide a record of what you have done and provide data for planning of

your future staff development activities’ -

- . * ¢
e e et et e e —— RS UGS VIR
/ Improvement Activity - Approximate Date . !~
e —— - ——— e e e e e
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Program:

Sahple Document 4

- .
- >

\\ ) ~ N . I ‘I‘ : ’ . ’
INSTRUCTOR PERCEPTION QUESTIONNAIRE
PROGRAM EVALUATION

Instructor

In the appropr1ate space below identify any peeds by spec1f1c items of .your

instructional program that could be addressed through acqu1s1t1on,.mod1f1cat1on,

wr staff development,

f—--

I. Curriculum Needs--{¥nit modificatigns, additions, deletions)’
8 . - / "“ N i
‘ 'w - ‘e LA ! . )
II, Instructlonal Equipment Needs--(New oecupat1ona1 or aud1ov1sua]

.

gome e 4 e — s -

equipment-or student or. office furn1ture needed)

L4
"
.

." ) —/' . . ’ . W .

A

Learning Resource Needs—-(Aud10v1sﬂals,~books, organizational
systems, etc. ) w‘ e e

-~ . . '
4 . !

Do o /

P Ae e e e el i - ———
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- ". - . ] . LI " ] " ?' i - -
Instructor Perception Questionnaire Program Evaluation . Page 2
y ¢ _ g, -
. Iv. Phﬁsical Facility Needs--(Modifications of classroom or j
. lab space) ' "
5
2 . \ ' / e
i -
A ~ ~
. N ;
‘ - L
% ] i
. . T ’ o .
V. Instructional Supply neéﬂs--(Major expeﬁditurés to'individualized _
instruction’ or other supply needs not covered by regular budget) - .
\ .
. . . _
. (
i‘ ) . 1’
N ' \
VI. Other Program Needs '
H . q-
‘ ‘ »
» i
e /
, .
| . .
| - g = ,
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, INSTRUCTOR PE RCEPTIONS QUESTIONNAIRE
) STUDENT PERSONNEL AND SUPPORT SERVICES

—~—

° -

1@

L. Rating Scale A
3 - NEEDS VERY LITTLE IMPROVEMENT
2 - NEEDS SOME IMPROVEMENT
1 -- NEEDS TO IMPROVE

0 - NOT APPLICABLE

¥

A. Admissions and Counseling

)

* 1. Is thoroughly familiar %ith school policy and procedure.

2. Applies polieies and pr¥ ! edures equally to aII personpel ’
. and programs. ’ f-;é >

v .
3. Is familiar with the cuf¥iculuni goéls and objectives of
1 your program. i )

4. Provides accurate information to students and prospective
students about your program.

5. s available on a regular basis to you for counsel and assist-

ance re!q'arding student problems.
. . /

6. Is effective in assisting you with problem situations.

7. Provides appropriate feedback to you. after counseling .
with student

8. Utilizes effective interpersonal comgunication skills.

B. ' Registrar ) Vo

. . . \
9. Maintains.a student record system that provides for
effective work with the students.

- . ' . -

10. Provides an orderly student registration sy‘stem.

student quarterly grades.

z

12. Provides an effective system or reporting student attendance.

13. Provndes positive assistance to students in need of financial
aid.

14. Utilizes effective interpersonal communication skills.

C. Job Placement and Follow-up
15. Effectively communicates the services offered through
. the job plagement and follow-up office. s

‘v

s
.

- S ' .t 105

11. Provides an effective system for recelvmg and processing ¢+ -

~

‘D 00 0.0 0O

00.0 0O O 00 %

-

improvement

a

-

0O 00 00 QO

\

Neoeds some
improvement

o oo®

0 0B 0 O

—a Naoeds to

-

-0 0 00 0O 0 OO0

O

improve

0. 00 00 O
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Not
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* }
: . A
v - 3 2 1 0

16. Effectnvely assists y0u in the placement and follow-up . {1 £ 3

of students. -~ . . y .
17. Provides feedback to you about results of placement ’ I I | / 3 {8

effort. . Lo
18. Utijizes effective interpersonal communication skills. (] ] .. 7

i »
D. Medja Services ¥ . N : - )
! . y

19. Provides a full range of media services to assist the [ R S I

instructor, . .

: f A

20. Is available to asust and consult Wl\th you on your media J d ™ |

needs. . i ) -, ‘
21. Maiptains an adequate inirentory of media equipment for ] [ Y G BN W

instructor use.

" 22. Provides effective assistance when requested. ‘ O o o Wl ,

23. Provides adequate space and eqdipment for instructors to ] ] 1 .‘ i

produce media materials.
24. Utilizes effective interpersonal communication skills. 0 l o O o

E. Instructional Materials Center. ' . .~

25. Types~céproduces, and coates teacher tests aﬂd other 0O 3 ™ 3 N

instructional materials efficiently. . T .
26. Schedules work and produces within requested time limit. A 3 .

0O 43 O -

27. Produces work of good quality. - ) ’

O
0
0
{

28. Assists instructors in reproducing materials.

0
O
U

29. Utilizes effective interpersonal communication skills.

F. DeveIOpmentaI Studles

30. Has effectwely communicated the services avallable to d o. 0. d
you and to students.
’
31. Students who have completed developmental studies O g O 3
generally have the same basic skills as other students.
32. Readily accepts your referrals of students for special help. (| I ‘ (] £
33, Provides meaningful help %o students who are referred. =~ . Ol 3 . £
~—~-34/Ptovides assistance to help you work with disadvantaged - -3 -0 0 (3
or handicapped students in your program. |
. 35. Utilizes effective interpersonal communication skills. O g o O
36. Please make any constructive comments that would O O O O ‘.
improve these services to better meet your needs apd the .
needs of the-students. . =~ .

N ., 106




‘OF DEPARTMENT CHAIRPERSON

i

INSTRUCTOR PERCEPTION QUESTIONNAIRE®

Rating Scale

4 — NEEDS SOME IMPROVEMENT
5 — NEEDS TO IMPROVE

3- NEEDS VERY LITTLE IMPROVEMENT

-

Sample Document 6

.

Name of Coordinator

-t % » a. Seeking related information from avariety of sources.

107

improvement

Date
"The Department Chairpe‘rson - .g
A. Generic and Support-Considerations 3 ;
1. s thoroughly familiar with school policies and procedures. O
2. Applles school policy and proceduresedually to all.u (]
3. Provides the teacher with assustance in acquiring necessary O
matenals supplies, and equipment.
4. Isavailable on a regular-basis to assist instructors. - d
o~ 5. Demonstraigs an ability to work through problem situations. 0.
6. Provides Ieacieréhip by example. ) O]
7. s dedicated to making your instructional program as efficient O
) as possible ) .
T 8." Demonstrates |nter:/:|'sonal skills that result in productivity by:
o a -Seekmgkedback and information. o . . O
b. Diagnosing individual and group problems. ’ . O
c. Resolving oonflicts. ) O
-d. Utilizes ;ffective interpersonal oo!nmunicétioo skills. . O
" _e. Controls his/her emotions when‘thin‘gs are not going well. O
f, Encourége;guéstions and considers viewpoints that differ O
from his/her own.

9. Demonstrates decision making skills by:

i O

improvement

Neads some
[
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L : , PAGE TWO ,

. 3 - 2 1 0
b. Consulting with those whom the decision affects. O D O )
. ¢. Identifying alternative strategies and consequences. ] O O 3 .
d. Selecting and implementing a strategy...~~ (i O ] a .
10. Observes program operation and individual instructors on a O 0O O M
regular basis so as to be in position to offer appropriate . '
assistance. .
B. Curriculum and Instruction.
11. Is familiar with the objectives and curriculum of your 3 O C O )
program. :
. 12. Continuously emphasizes curriculum development and ] ]
_ instructional improvement. . , %
13. Assists instructional personnel in: - . .
. . 7 . 7
a. Writing goals and objectives. - 3 ™ 'Z] ]
- b. Selecting content. 4 = J O -
c. Selecting strategies. a O O O
) d. Seélecting student evaluation methods and procedores. 1 (] 3 (]
. - _ J
14. Assists instructional personnel in developing strategies 0 3 G O
and skills in classroom management. | . . ~
15. Provides leadership and assistance in the improvement . . 2 3
of teaching techniques employed by individual instructors. :
~ C. Professional Growth . . . i . )
16. Works with the instructors to develop appropriate staff ' O O O O
development plans that are desrgned to méet th‘e ) .- . ’
\ identified needs.. - y . ’ .o o
T 7. Participates in formal evaluations that identify the needs R O O [:] :
* - of individudl instructors and their programs.
- _18. Makes individuals aware of the results\of evaluation and | O O O
o needs assessments conducted. -” : 3
19. Seeks and ut|||zes suggestions from staff for'improvement. [j O O O
- 20. Please indicate bélow any constructive suggestrons that will -0 O O .3 ’
- V-\ assist your department chairperson to improve his/her N A
T assistance to you. . ,
7! , . .
- « B - — ) .’ ~ ¢ ‘ :9
. N - 108 ' -




ALTERNATIVE INSTRUMENT

The following instrument is taken from Olympia Technical Community

College in Olympia, Washington, (Bul]pi;;, 1980) and provides an alternative
methodology for gathering data from instructors. .

AN P . A

e

0 115




.

' , ) ' Sample Document 7

" FACULTY APPRAISAL OF -

DIRECTIONS FOR RATING: . Date =
EXCELLENT — Nearly ideal, top 5 to 10% ’
GOOD — Strong rating, top one-third - ' = 1
ADEQUATE — Average, the middle:third .
BELOW EXPECTATIONS — Fair, bottom one-third
POOR — Seriously inadequate bottom 5 to 10% _
NOT APPLICABLE — Statemeént doesn’t apply to program
. DON’T KNOW- Unable to ratethe statement .
How would you rate the following: & § : L 1
3 o g 3 H
! - ‘e S ; g 3 ®
. GOALS 05 o8 18 zgu% 3§ &3 5.§
A. Goalsand Objectnves . -
1. Written general program goals are: . .
~ Understood and committed to by adminis- QO O o o cc o O
trators, counselors and instructors. - -
2. College planning for programs includes: ‘ »
— Participation by administrators. o O 0o o ¢ o 0O
— Participation by instructors, counselors and LU0 T A N A T U S O N 0 B O |
-other support personnel. 4
3. The College educational plan is ustd as a bésus
for: .
- Implemer)tnng specific programs. g . o @3 g g o g N
r — Evaluating specific programs. - O o o o o a 4d
4. Written program objectives are: .
— On file for the program and stated+in O 0O o 0O o oo 0O
.. measurable terms. ' . ‘
) . "Used to evaluate the program. O O o 0o o g g«
5, ertten performance objectives are: -
— On file for courses and stated in measurable o O 0O o o a 0.
! . terms. » '
= - Availablé to students, ¢ O 0O O o o Oo-o0O
— Used to keep students aware of progress. . O 0o o go o O O \

B. Labor Market and Community Needs
1. Data oglabor market needs are:

— Kept current for the program using a variety o O g O o a.dg
of sources. ’ )

— Used in planning and evaluating the program. O oo OO Do v -0

+2. Profession/industry standards are: ’

— Used as & basis for planmng and evaluatlng the O O O C O od O
program. N

— Used as a basis for p!anmng and evaluatnng o oo O o 4O-Co g

" course content and instructional’ approaches. ) . ,

3. Data on commumty population needs for t
ing, retraining and upgrading job skills are

—~ Keptcurrent for the program. O 0O o O o'g .
A — Used in planning and evatuating the program. ‘
) Used i in-sc cheduling and Iocaj.mg the program. O O o o o g g
4., Data on job performance 'requirements and : '
" trends are: . .
— Keptcurrent for the program. ) 0 O o o o o o
— Used to develop and evaluate the program. O 0 oo Oo. o .o g
— "Used to plan and evaluate course content. o o o o o 0O 0O -

7/ - . .
/
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DIRECTIONS FOR RATING:
EXCELLENT -- Nearly ideal, top 5 to 10%

* GOOD — Strong rating, top one-third '
ADEQUATE — Average, the middle third .
BELOW EXPECTATIONS - Fair, bottom one-third
POOR — Seriously inadequate bottom 5 to 10%

» NOT APPLICABLE — Statement doesn’t apply to program

DON'T KNOW— Unable 1o rate the statement '

How would you rate the following:”

- 1l. PROCESSES -
A. Instruction @
1.- Instructional approaches are adapted to:
' — Recognize occupational objéctives of
students.
- Meet individual needs of students.
® - Provide learning assistance for students
with special needs. T
— Provide hands on, job related experiences.
- 2. Applicable support courses are: )
- Closely coordinated with the program.

B. Articulation is Maintained with:

programs (such as hlgh schools, other com-
munity and four-year colleges). ;
— Community agencies involved with occupa-
tional education. (suth as CETA, DVR).
C. Related Work EXpenence or Equlvalent Cllnlcal
Experience Is:
— Available at convenient locations to all
. students, day apg evening, enrolled in the
e program. L -
—~ Coordinated with classroom instruction.
"~ Coordinated with employer supervision.
D. Dlsadvantaged ~
1. Special servnces.for disadvantaged students in
the program are:
Coordinatead by quallfced staff.
--- Coordinated with program mstructlo'n
2. Special services for handlcapped students in the
program are: .
- Readily available. . .
Coordinated by qualified staff. -
-\ Coordinated with program instruction.
. Planned to irficlude modification and
adaptation of fac:lmes and equnpment where
needed. .
3.- ‘Special services for the reentry student ar_ dis-
placed homemaker are? .

4 - Readily available. "~ \
— Available to assist with the transmon/\ |

adjustment to the college scene,
Coordinated by qualified staff.
Coordinated with program instruction.

- Relevant and current to needs of the student.

— Educational institutions -offering occupatnonal

’
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DIRECTIONS FOR RATING: )

EXCELLENT — Nearly ideal, top 5-to '10%

GOOD -
ADEQUATE — Average, the middle third *
BELOW EXPECTATIONS ~ Fair, bottom one-third

Strong rating, top one-third ¥

POOR - Seriously inadequate bottom 5 to 10%
NOT APPLICABLE — Statement doesn’t apply to program
DON‘T KNOW-— Unable to rate the statement

N

How would you rate the following: -

>

4. Additional services for students with specijal needs

are evaluated through: -

— Monitoring the progress of the students

— Assessing program/services accomplishments
,in relation to planned objectives. -

— Follow up studies to determine employment
success of these students.

E. Emphasis on Overcoming Sex Bias, Discrimination and
Stereotyping is Given to:

- Program enrollments, recruitment and admus

suon policies.
“ Course. and program content and teaching _-
methods. ’

Selection of curricular materials.
Job development and placement.
Student counseling and guidance.
— Staff recruitment, selection and promotion. °

F. Counseling, Advising
1.

Counsehng and-guidance services are:
— Available and accessible for all students in the

program—day or night.
— Keyed to studént career and program interests

and needs.

—~ Informing students of nontraditional joh opporf '

“tunities for both sexes.

— Provided by a qualified, knowledgeable staff.

— Use a varlety of resources that are relevant to
"student needs. .

Program includes economic mstruct:on which helps

the student: .

— _ Understand employee responsubllmes and rughts.

— Evaluate job opportunities in relation to salary,
benefits and conditians of employment.

"— Understand the principles of business opera-;,

tion and cost of doing business.
Program includes consumer education which hejps

students:

_— Manage time and money.”

— Become a wise shopper.

< - Conduct personal business transactions.

— .Manage the combined responsibilities of a job
and a home. ' o

— Conserve energy and other natural resources.

-
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RECTIONS FOR RATING:
EXCELLENT — Nearly'ideal, top 5 to 10%
GOOD — Strong rating, top one-third
ADEQUATE — Average, the middle third
BELOW EXPECTATIONS — Fair, bottom one-third .
POOR ~ Seriously inadequate bottom 5 to 10%

NOT APPLICABLE ~ Statement doesn’t apply tb program
DONT KNOW- Unable to rate the statement

How would you rate the,following:
\

G. Placement Services = .
1. Placement of students:
- Isaplanned, coordinated service.
- Identifies employment opportunities for
studénts in the program. - .

= . Helps students in the program with'market- .

able skills find employment.
2. Program completers and leavers desiring em
~employment are:
— Prepared to apply for a job.
— Treated fairly and equally.
-~ Placed within,_a reasonable period of time.in
a.job for which trained or closely-related.
3. Success and failure of program completers'and
leavers are:
’ » — Assessed through periodic foIIow ‘up studies.
- Made available to instructors,* counselors
‘and advisory committee rhembers.
- Used to modlfy the program and r,élated
courses,
o Are current and relevant for the program
H. Admlssmns
1. Students and potential students desiring en‘roll-
Ament in the program are:
=~ * |dentified through, recruitment activities.
- Counseled on employment opportunities.
~ Treated equitably in enroliment selection.

— not impeded by unrealistic prerequisites or -

costs.

Able to attend classes at access:ble Iocatlons
. and conventient times. .
2. Promotion of occupational education:

- *Iriformed the public, legislators, news media, -

boards, and business community of program
goals and needs. .
- Interprets the importance of occupational
preparation as an option for students.
Gains commumty support and contributions.
[11R RESOURCES
A. ‘Administration
) 1. The administrative structure provides for direc-
’ tion and coordination of the program through:
Assignment of qualified administrative
personnel.

-

",

7 .

113

119

©
N/A

000
0o

O
O

0. o0
L 00
B 4o
0 00

0 0O 00
0O 0 oo
0O 0 0d

00000
0 0000

Don’t Know

(-

O

O

0 0000
0 0000

-
Poor

oo
00

O

~

O

D .
O

0O 0O 00

Balow

O

Expectations

PAGE FOUR.

£
¥ 3
;'3< "8
O O
O O
O O
<
s
O O
O O
O O
O O
o .0
O O
O, O
O° O
o o
O O
O O
O o
O O
O 0O

3

5]
Excellent

!

000 0 g

0O 0 00

- 0 0oOoo



o ”~ rs

- PAGE FIVE ce T

: . 4 w
DIRECTIONS FOR RATING: " -
EXCELLENT — Nearly ideal, top 5 to 10% s _ .
GOOD —  Strong rating, top one- -third  * L - 7 -

" ADEQUATE - Average the middle third
" BE|.OW EXPECTATIONS ~ Fair, bottom one-third
POQR — Seriously inadequate bottom 5 to 10% . , - ; ‘

a
-

NOT APPLICABLE-— Statement ddesnt #pply to program : «
DON‘T KNOW— Unable to rate the statemént é g L -
) . - ] 2 =
How would you rate the following: ' o § o § K § 2 §§ 3§ 43 s 3
— Delineation of responsibility, authority and 0O o oo o o 0O .
accountability. T o .

. —. Assignment of time for supervisors and/or O o o g o o o
administrators to provide for planning ‘and ) , -
evaluation. ’

2. Administrators and/or supervisors responsuble
for directing and coordinating are: . .
— SKilled in management techniques. - / O o O o o O o
— Committed to and knowledgeable about O O o O o 0o O
occupational education. ) ) . .
B. Instruction ’
1. The number of mstructors is adequate for
teachers to: -
“— Meet individual student peeds. et R o O N o U A O R
— Provide liaison with advisory committees. O O o g g o G
~ Assist with student achievement, placement O 0O o o 00 O
ﬁ d follow up. ) ’
5 Maintain ongoing contacts with employers o R o o N o Y o A o R
- and potential employers. : )
2 The instructional staff, full and part time, is
qualified by: e
‘ — Two or more years of relevant employment O o o g o o a
N appropriate to the job assignment. * y
\;\ " — Inservice training and/or experience appro- O O O o o 0o 0.
W priate to the teaching assignment.
= — Teaching copetence as evidenced by peer, O o O o o o d

p, student and/or administrative judgment. . .
and supports inservice _ .

opportunities thgbugh:

— Allocating funds for instructor participation. O O o o o o O

— Making timeavailable for instructor partici- O o o g g o 4
patton . - .

— Asséssing inservice growth in teaching evalu» . Do oo o o ago.ooe (|
ation. '

4. Support staff are utilized in the program to < . ' \3

provide. ) 0

— Office and clerical assustance O o o g o o O

— Classroom help to students O o o o.c-o o

— _Instructional assistance for teachers. O O o O D Ce
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DIRECTIONS FOR RATING:
"GXCELLENT - Nearly ideal, yop 5 '
Strong rating, top one-third ,

GOOD —-

to 10%

ADEQUATE — Average, tH€ middle third .
BELOW-EXPECTATIONS — Fair, bottom one-third
POOR — Seriously inadequate bottom’ 5 to 10% :

NOT APPLICABLE — Statement doesn’t apply to prografn

DONT KNOW— Unable to.rate the statement

* How would you rate the following:-

5
J

o/

C Equnpment and Facilities

1.

2.

ara

4.

",

5. Library resources provided to support the pro-

Equipment
the programfis

Insiructlonal facilities (excluding equnpment)

~

)

l#sed on campus or off campus for

-~

‘Representative of that used in ;obs for whlch

the students are being trained.”

Safe, functional and, well maintained.

studennts in the'program.

used for thé program:

-

Are functional for the program.

Meet the néeds of 'the students.

Are flexible and adaptable to changmg

" In sufficient supply'to serve the needs 6f the,

instruétional approaches and specnal student

requirements. K
Meet safety standards.

Are fungtional for<advising students.
3. Scheduling of facilities and equipment for the

program:

Is planned for optimum use,
Supports quality instruction.

*“Instructional materials are:

Sufficient in quantlty

Current and relévant, to the program,

Varied. !

Avallable and accessible to students.

»

Selected to avoid sex_bias, stereotyping and

discrimination._

gram are:

Sufficient in quantity.

Current, varied and relevant to the program.

Available and accessible to the students.
* Selected to avoid sex bias, stereotypmg and

discrimination.

D. Advisory Committees

4

Are representatlve of the program for which

training is provided. -

Provide input on course content, program
instructional materials and

modification,

equipment, student omployablllty and

placement /
Meet at least annually.

Extend the program into the community.

/

*
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BiRECTIONSEOR ‘R%FﬁNG SRR SR
+

EXCE LLENT - Nearly ideal,.top 5350 10% b B
gg GOOoD Sgrong rating, top one‘third 7
ADEQUATE — Average; the middié third .
BELOW EXPECTA@IONS Fair, bottom one- thqu . e

POOR - Serlously'iﬁadequate bottom' 5 to 10% ~

NO APPLICABLE — Statemerft doesn’t apply to program ;5.

De 'T KNOW-— Unable to rate the statement R N g
g I

. How would yg%tg the folﬁwmg s“*’ é\_‘ < > A g
S ‘E g dg;f' . 0% 08 18 28w

u 2e
1. ﬁe Operational budget f‘or the progr /34 N . -

. ., Is p%nned with instructor input. , " - O Ry [y O ()
5 #7 — s adequate i’wach'evnng progrés;:o ob;gﬁ <\ = 0O O Od
R " tives. - R

¥ — Makes effective use of oumu}e funding. ’ o ao o O
. Is based on program priorities. . - &;L o O
.2 The capital- outtay budget for the program- : .
© — Is planned with irstructor |rrpn;t - O G—0
— Supports program objectivessdequately. O O o O
— Supports proegram objectives.adequately. O o o O4d
. = Supports scheduled equlpment replacement o =t O O3
¢ . and repdir. ‘ -7 _—
. " — Provides for program facilities. .8 0O 0O 0

A
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o ] ASSESSMENT PROFILES -
LY - tt B - s

Assessment values fof each eriterion and standard should be consistent
with defnitions provided below. Both qua]ity and quantity of past
performance should be considered when assessing each standard. Assessment
values should be determined based upen the'cenditions of tRe program at the
time of .the evaluation: Definitions of assessment values‘are as follows:

‘ - T

5 = Excellent: Ind1cates that more than’adequate time, attention, and

resouyrces have been assigned for conditions or operations to excel.

. (Top 5 to 10%) - -

- b

"4 = Good: Indicates that some additionqi time, attention and resources
are needed to ensure thaf conditions or operat1ons excel. _(top
one-third) Y

',.3 = Adequate: Indicates that additional time, attention and resources

are needed for conditions or operations defined by the standard to
be functioning well. (middle third)

.

4 = Below Expectations: Indicates a great deal more time, attentjon,

and resources are needed for conditions or operations defined by the .

standard to be adequate and functioning.at an acceptable Tevel.
(bottom one-third)- . . s

~

5 = Poor: Indicates that”the need js critical for additional time,
attention, -and resources to be assigned for comditions or operations
defined by the standard to be adequate and function at an qcceptab]e

- level. (bottom 5 to 10%) .

*

0 = Not App]icable 1nd1cates that the standard is not app11cab1e glven

the aims and ob]ectﬁves of the program. P

¥

0 = Don't Know:. Indicates that the evaluato= cannot make an adequate
judgment of the statement. - .

!

.Quant1tat1ve values are placed upon ‘evaluative cr1ter1a by assigned’
., numerical quantities, 0, 1, 2, 3, 4, to each standard and averag1ng them for
each criterion measurement.,

Each assessment value indicates the degrée to which time, effort, and
resources have beeii devoted to meet1ng a criterjon. This value is computed

1n the same way for each criterion im each section. .

4

4 f The method of computation can best be exp1a1ned by the following
examples™ LN




\ - Page 9

-METHOD A When no check marks appear in the N/A or Don't Know columns

Criterion: ’ Add1t1ona1 Support Needed . -~
-t - . ) ' ' \r. e . . . L -I;:—_
” X N/A Dot | Peor | Below — [Accept-—|Good |Excellent| .
. Know Expec- ;. able ’ ‘
. ’ : ' tations
’ 0 0 1A 2 3 4 5
— ’
- e e S e - ——-
Criterion a - . . _2( ..._..;:.‘_&_‘.,-._..---.._-_ﬂ.* .
b - ’ ’ >
I e e e R —
. c '~ . . . .
d - -
e - i X
. Clex
1. Mu]tip]y'the.number of checks per column by the number at the top of the column
- and total. - . - ) ’ .
- - 1x1=1"~ v
Add 1x2=2 ' .
‘ 2x3=6 -
* 1x4=4 / : o - —_
Total 13 . Record the total in the space provided.
- 2. D1v1de this total by the given denom1nator and record the quot1ent in the
space provided for detérmining the criterion assessment va]ue ;
Divide , - Total _13 = 2.6 (Assessment Value) ) . “'
_ ‘ -5 T, ) ' ;
METHOD B - When-check marks appear in the N/A or Don't Know columns:
1. Same as in METHOD A (Step' 1) above. ,
2 Count number of check Jmarks in the N/A.or Don't Know columns,
3. Deduct th1s number from the given denom1nator
4, Divide the total as computed in METHOD A above by the corrected denominator
: t and record the quotlent 1n the space prov1ded for assessment va]ues
; - Divide Total : 7. (Assessment Value)
. * Corrected Denominator ‘
Assessment va]ues derived by METHOD A and/or B are then transferred to the assessment
“~value profile chart. ' . ) . - »
S \ . ) .
_ . ) 118 ) . . . .w‘;
Vi - d . .
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ASSESSMENT PROFILE . /- K
T Fagulty ' <. I
_ ELEMENTS i i PééE . EVALUATEON SCORE .
Model Range
I. GOALS . ! ’ -
A. Goals and Objectives ‘ '
Total . . . _____ = Assessment Value 0 . 1 . 2 . 3}. 4 .5 !
11, 1

B. Labor Market and Community Needs - f *

Total . . . . = Assessment Value J . ‘ '
© 0 ’ 1 0 .1 ., 2 . 3].4 .35

1T. PROCESSES
A. Instruction ) .
~ Total . . . ___é_"_=;Assessment Value .

'

B. _Articulation is Maintained With:

Total . . . += Assessment Value ) ’
2 : -2 0 1 2 3 4 5
C. Related Work Experience or Equivalent L ;
Clinical Experience Is: I
Total . . . ___° "= Assessment Value ) .
3 r , 2 0 . 1. 2 . 3.4 .5

D. 0isadvantaged : _
‘ = Assessment Value

Total.. .. = _
14 2 0) 1 2 3 4 5
E. Emphasis on Overconfing Sex Bias, Dis- c - .
crimination, and Stereotyping Is: _ K
‘Given To: - e -
Total = Assessment "Vaiue - I
: TE | 3 -0 .1 .2 .3/.4 .5

, . . <
P Counseling, Advising o
AssesSment ‘Valde

- Total .~ . . =
‘ . 9 3 0 1 2 3 4 5
G. Placement Services .o | ) C o
* Total . . .”" = Assessment Value . , .,
. Y/ : 8 o0 . 1°. 2' 3. 4 . 5
H. - Admissions ’ . ¢ C
Total . . . _ = Assessment Value A
: . 8 ‘ 4 0 1 2 3 4 5
~ C ; 19 .

RN




Assessment Profile - : T Page 11

Faculty o _ .
. : S ) A P

ELEMENTS -, ", 2 ‘ PAGE .. EVALUATION SCORE

, Model Range
- . ™~ e s
- 111. RESOURCES , - .
‘ A, Administration ' ‘
Total . . . = Assessment Value g

B. Ipétfaction -
o Total . . . =~Assessment Yalue

C. Equipment and Facilities "
Total . . . = Assessment Value - . . .
19T . 6 0 . 1 .2 .3l.4.°5
D. Advisory Committees _ . ol
Tofal . . . . += Assessment Value ~ > N

E. _Budget
Total . . . = Assessment Value




Faculty
ELEMENTS
1. "GOALS =~ - ' ) -
Written general program goals are:
Total . . . = Assessment Value
- College planning for programs includes:
Total . . . = Assessment Value
- 5
The College educational plan
Total . . . . = Assessment Value
~  Written program objectives are:
Total . . . = Assessment Value
- e
Written perforiance objectives dre:
Total . . . = Assessment Value
.3
) Data on labor market needs are:
Total . . . = Assessment Value
. VA ’
Profession/industry Etandands are:
Total . . . —_ = Assessment Value
Data on community population needsyare:
Total . . . = Assessment Value
, - TTFT. ‘ .
Data on job performance requirements are:
Tota} . . . = Assessment Value
- / 3 ) ’
Hl. PROCESSES
instructional approaches.are adapted to: -
Total . . . = Assessment Value
. kR ) '
Applticable support courses are:
- Fotal . . . oo = Assessment Value

ASSESSMENT PROFILE -~

/ Articulation is maintained with: )

Total . . . " = Assessment Value

Related work experience or equivalent is:

CTotale. . . ~ Assessment Value

e e

PAGE

1+

1

127

Page 12

EVALUATION SCORE

Model Range

0 2 . 3| 4 ..5
0. 2 . 3|. 4 .5
0 2 . 3 4.5
0 . 2 . 3. 4 .5
0 2 . 3. % .5
0 2 . é_ 4 .-5
=

0 2 .30 4.5
0 2 . 3| 4 45
0 2 . 3 | 4 5

. . ' .

0 2 . 3| 4.5
0 2. 371 4. '5\
0 2 .30 4.5
0 é 3). 4 .5

»
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Assessment Profile ' _ _ /7 Page 13
Faculty . 1 o ' . 1
ELEMENTS _ is _ PAGE EVALUATION SCORE
- r '
o Model Range
3 Special services for disadvantaged students ‘
Jotal . .., = Assessment Value o
. 3 ) 2 0 ..1 -~ 2 3 4 5
Special services for handicapped students =~ .
Total . . . —Assessment Value )
g 2 0 . 1 2 . 3 4 5
Special services for reentry student ‘"' '
Total . . . .= Assessment Value )
4 2 0 . 1 2 31. 4 5
Additional services.for students with :
Total . . . = Assessment Value ~ !
) 3 , 3 0 . 1 2 3 4 5
Emphasis on overcoming sex bias, etc. o
Total . . . __ " = Assessment Value
6 3 0 . 1 2 3 4 5
Counseling and guidance serwices are
Total . . . = Assessment Value
) ' 3 -0 1 2 3 4 5
Program includes economic instruction
Total . . . .= Assessment Value
' 3 ’ y 3 0 . 1 2 3 4. 5
,Program includes consumer education . A
‘Total . . . = Assessment Value
> . 3 0 1 2 ..3 4 5
Placement of students
Total . . . = Assessment Value -
3 v 4 0 . 1 2 3 4. 5
« Program completers and leavers - . a' .
Total . . . = Assessment Value ' ‘ . .
3 4 0 . 1 2. 3 4 5
Success and failure of program comp]eters ’
Total . . . Assessment Value ‘
i 4 0 1 2 3 4 .,5
Students and potential students desiring
enrollment in.the prdgram P
Total . . . .= Assessment Value - « -
. 5 c- 4 0 1 2 3 4 ...5
~ Promotion of occupational education . ,
Total,. . . = Assessment Value
3 4 0 . 1 2 3 4 5
III. RESOURCES* . e
.~ The administrative structure prov1de5wfor
. Total . . . = Assessment Value ’ ' ,
. . 4 0 . 1 2 3 4 5




, (..
. Assessment Profile
Faculty
ELEMERTS : PAGE

Page 14
I}

L

EVALUATION SCORE

. ‘ Model Range
Administrators and/or supervisors respon- X .
sible for directing and coordinating '
Total . . . = Assessment Value _ g .
2 . 5 0 2 4 5
The numbér of instructors is adequate
Total . . ..~ = Assessment Value
4 5 .0 2 4 5
The instructional staff is qualified by: o
Total . . . = Assessment Value K .
3 5 0 2 4 5.
The college ‘encourages and supports . P
inservice _
Total . . . = Assessment Value
. 3 . ‘ 5 . 0 . 2 4 5
Support staff are utilized to provide ’
Total . . . = Assessment Value . . s
. R S 5 0 2 4 5
Equipment used on” campu$ or off campus 7 . '
" is:
Total . . . = Assessment Value
' , 3T 6, 0 .27 « 4 5
Instructional facilities used for the
program . ’ -
Total . . . = Assessment Value
Lo 5 6 0 2 4 5
Scheduling of facilities and equipment .
Total . . . . = Assessment Value - ) .
- v : 6 0 2. 4 . 5
- Instructional materials are: . -
Total . . . = Assessment Value
. - ‘ ' 6 0 2 4 5
* Library resources to suppori the program ) )
Total . .7. - - Assessment Value v
- 4 6 0 2 4 5
Advisory committees ’ '
Total . . . = Assessnent Value : :
: 3. T 6 0o . "2 4 5
The operational budget for the program: -
Total . = Assessment Value :
; 47 ' 7 0 2, 4 5
The capital outlay budyet for the program: .
“Total . . . © = Assessment Value
T 7 0 2 4 . 5
/ \ . o
. 123
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CHAPTER NINE

" CURRENT STUDENT PERCEPTIONS

<

»

¢

This chapter provides a methodology for gathering students' perceptions
of their instructors, their program of study, and the institutional support
services. The course.of activities will follow a sequence similar to that
outlined in the Student Perceptions Flow Chart. Two instruments are used to
gather .information: ,

The first instrument is Student Perception Questionnaire--Instructor
(Sample Document 3) with accompanying directions for administration (Sample
Document 1); directions’ for students (Sample Document 2); rating sheet
(Sample Document 4); and tally format (SaTgle Document 5). . ,

The second instrument is Student Perception Questionnaire--Program and
Ancillary Services (Sample Document 8) including directions for '
administration (Sample Document 6); directions for+students (Sample Document
7); rating sheet (SampPe\QPCument 9); and tally ¥ormat (Sample Document 10).

Both instruments use a five point rating for recording responses to
given statements; and both instruments provide an additional page for
written comments. The data are gathered during school time by persons other

than the instructor. In most instances one class period (50 minutes) has *
been found to‘be sufficient for administering -the. instruments. | '

1

Goals and Objective§:

-
)

Goals : ).

1. To have current students give their perceptions of the strengths and
weaknessgs of their occupational program and the institution
anciltlary services.

2. To have students give their perceptions of the effectiveness of
nanns their instructors in the program in which they are currently
enrolled. .o

- 4

Objectives * P
" The ebjectives of this chapter are ad\follows:
-1.. Provide data for staff, program,,andainstitutiona],imnrovement.

2. Identify curriculum needs.

-

125
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3. Identjfy needed changes or moaifications in physical facilities.,

4, Identify instructional equipment needs.

Identify needs in learning resources.

Provide data from which decisions can be made relative to
program obJectlves. .

Determine-if 5&udents ar2 informed of program objectives.

P -

Identify student percept1ons of strengths and weaknesses in the
instructional prngram. :

Determine if handout materials, Eud1ov1sua1s and resource
materials support the obJectlves of , the program.

Determine whether that the ancillary serv1ces (book store, student
personnel, cafeteria, etc.) adequately prov1de for the needs of
students. . -

14

Identify any unmet needs of disadvantaged students that are within
the purview of the instructor or program design. | ]

Identify any sexua] or racial bias in the instructional program or
in student personne] services.

Procedures for Administration

'y

Select the Institutional Representative "

Prior to the commencement of any evaluation activities, the institution
should designate an institutional representative to .be in charge of
administration of this component. It is recommended that this institutional
represenative be an administrator or supervisor, be familiar with and
engaged in the day-to-day operation of the occupational programs and
services, and be able to devote appropriate amounts of time to these
responsibilities. :

=
’

Identify and Categorize Areas ) . : .
Surveyed by the Student Questionnaire Co

Each institution must consider its information needs when deve]oping or .
modifying survey instruments. The instruments require an internal
organization to provide usable assessment data. The student questionnaires

126




. ) .
- presented here assess a variety of areas and are organized as shown: -

"Student’ Perception Juestionnaire--Instructor® (Sample Document- 3) »

"

--Methods of Instruction Questions 1 - 4
--Instructor Effectiveness Questfbns 5-17 - .
--Additional Comments Question 8

"Student Perception Questronna1re--Program and Ancilfaqy Services"
(Samp]e Document 8)

ﬁ-Curriculum Questions 1 - 5

--Learning Resources-Questions 6 - 7

L T-Physical Faci]i&jtes Questions 8 - 9
--Ancillary Services Questions 10 - 14’

--School Maintenance Question 15

--Additional Comments Question 16

Prepare for Administration

Planning is essential to a well-conducted survey of student perceptions.
Standardization of procedures ensures the least amount of confusion and a
more positive orientation to the effort. In preparation for the current
student survey, the following activities should be the responsibiilty of ard
be conducted by the designated institutional personnel.

1. Institutional Representative

-

]

a. Helps familiarize those involved in the evaluation process with
‘the principles and concepts of the evaluation and works toward a
commitment from them. :

b. Familiarize himsélf/heréelf with the various manuals, forms,
instruments, etc., and is an available resource to those who ', °
will be using these materials.

C. Reviews with department chairperson and other appropriate
personnel(instructors, etc.) the student questionnaires and
modifies the instruments according to Jlocal needs.

’

.
)‘n

127

, ' ‘ ' 132




a. o~

+ ‘Works with appropr1ate institutional personnel (instructors, ,
department chairperson), in irrdanging the time most appropriate
for conducting the survey, ensuring that as many students as ~
poss1b1e w111 be available to complete the questionnaires.

e. Assumes theé respons1bf11ty for training additional institutional
._personnel to aid in the administration of the student perception
quest1onna1res, if additional aides are needed.

f. Consults with program instructors to ant1c1pate the number of
student questionnaires needed. _ ‘ "

'g. Obtains identification numbers for thé program and all
instructors involved. The test adm1n1strator takes-appropriate
identification numbers to each séssion for proper placement on
the rating sheets.

o~

h. Surveys each department independently, d
i. Delivers canp]eted rat1ng sheets to'computer station for
data processing or provides for hand tallying and recording of
results. Provides for typ1ng of written responses.
J. Forwards accumulated data Lo the department cha1rperson for
review with appropriate personne]
2. Department Chairperson

a. Works with the institutional representative, instructors,
" and other appropriate pérsonnel in arranging the time for
' administration of the questionnaire. Assists with
administration of the questionnaires when requested.

b. Promotes a posftive attitude toward the evaluation effort.

C. Meets 1nd1v1dua1]y with each instructor to relay the
results of the student questionnaires. )

I3

d. Conducts summary conference with all program 1nstructors to
dlscuss student percept1ons of program.

e. As a reSy]t of the summary cenference, records all
identified individual and program needs.

f. Qeveiops with the instructor an appropriate methodology to meet _
the needs that may have been identified. ,
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Instructor

a. Advises students that the survey will be administered on the

scheduled date, emphasizes the importance of th&ir responses,
and helps create a receptive and positive attitude toward the
guestionnaire. .

-

b. Arranges lesson plans for ledst interruption.

c. Arranges for own absence from the classroom during the

administration of the questionnaire.
1

List Materials Needed

r

»

{

--Sufficient number of student questionnaires

v __Sufficient number of rating sheets

--Directions for adminf%tering instruments
. 4
--Extra pens (pencils)

--Large envelope for student rating sheets

!

Review General Guidelines for Administration of Student

Questionnaire

_

.

’
-

The following guidelines must be giben full consideration in

administering the questionnaire:

-

1.

"o
. .

Any and all actions or statements by the administrator of

the questionnaires may ‘influence the students'

The administrator must express a pos1t1ve attitude toward

responses.

the survey while in the presence of the students and
emphasize the importance of factual responses.

A]lfdd}éctions must: be clear and concise to secure the full

cooperation of the students in gdthering the needed data.

s

It fs’Suggested that every effort be-made to survey each

student in the occupational program.

How

ever,

population is too large to survey each student

Instructors should not be present dur1ng adminxstrat1on of the

questionnaire.
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6. EaCh student MUt complete &'"Student Perception , o
Quest-ionnaire--Instructor" for each instructor. - ' ) “5?

Follow Specific Broceaures for Administration of the Instruments

) The institutional representative or aide is ta administer the sfhdent s
perception questionnaire as follows:

v

T. Explain briefly t étudent pgrcebtién questionnaires and ‘ '
the intended use /0f the data. - - '

N

2. ASsGb? students of the tonfidentiality and importanée of
their responses. i

3. Encourage students to‘respond_to all items in-spite of the
- difficulty some items may present.

) ) . a .
4.. Write the program number and each instructor's position
- number on. the board. Explain that for confidentiality
instructor and program numbers are used instead of names.
doh j Sury
5. Ask students to mark only on the rating sheets. The survey
instruments are reusable if kept clean.

6. Ask students to read the directions silently while the administrator
~reads them aloud. S

?

é ) -

Procedures for Data Ana]ysfs a3

The purpose of this section is to provide suggestions for synthesizing
he data collected through the student perception questionnaires into an
nderstandable and usable format. ”

The rating sheets are designed for computer orA#and tallying. If
computer facilities are used, a program may be deve oped. to process the
datay If hand tallying is used, refer to instructions located on hand tally "

- >

The written comments recorded by the respondents should be typed . .
verbag m. No .identifying information is to be recorded. The utmost ‘ e
confideptiality must bé observed by the person(s) working with these ' ° "

- questionnaires. C ’

.oy,
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Analyz\ng Déta

,f' s~ . n ' ‘ =

S The following list prov1des suggested stepy for data analysis.
Ind1v1¢pal institutions may need. to adapt or modify the steps to meet their-

& . needs. . o oLl K ,
v ¢ a - - " e ® -
--Tally instruments : ' . \\\\\ «
. -~Type verbatim-the/written comments ’ s ' e
. L r, _ . ) . —_— . g)'(,
. --Deliver rating sheets to computer station for pr.ocess—}ngS or. - ! .
--Prov1de for hand’ tallying, anq recording. of ‘results . o -
. .\ ' -
) ’ --Forward accumu]ated data to department chalrpefsvn‘?a;/:;;iew w1th .
-appropriate personnel. .
n " - ~ ; ‘ " ’ . . ’3‘l.-
> Using the Data : . s o~ - A
The primary purposes of this total evaluation model is:for individual,’ . VR
. program, and institutional improvement. In order for thedata gaihed from R
the ‘process in this document to be meaningful, thg date fust be used. It is . " 7.7 .
extremely important that all concerned part1es be informed of ,the results , L e

and the implications for 1mprovement.

. N
’

/ - '
Student Pereeptions Flow Chart

, The flow chart on the fol]owwng page portnays ‘the Jproce _
student percgptlops analyzing the data, and using the 1nformat1an.g':..

v

. ) - ’ .\/ ! <
’ o ! -
' l~y - ”. ) ‘
.5 . 4
. R
‘—_/. ) ' Is ) b ~‘ v
. /', - v L4
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STUDENT PERCEPTIONS FLOW CHART

4 5
_ Train Obtain _
Additional Identification | >

Data - Numbers(for
Collectors Program and

if ‘ Instructprs :
Necessary b

Tnstitutional Rep.

Trector -or Designate .

1 o 2 3
) : , Establish ..
Appoint Departm?ntal Date and N -
Institutional { |  Faculty —p | Time for L _p |-
Representative Orientation Data _
. ¥ »| Collection .
.Qirector Institutional Rep. Institutional R@ﬁ.i
' . Instructors
- 6 7 -8
,  Orient ¢ ‘
Students . ) ~C0ndth ) “ Ta]]y i
¢ —p —P L —p
0 § .
Survey . Surveys I Responses
Instructors nsfftutiong] Repy ﬁnst&tufﬁonal Rep.
. .t nl or Data Process. Dept.
10A 11A :
Forward Data to Summary
Department —p . Conﬁ:ince L e—— P
! . Chairperson ", * Instructors ° &
Institutional Rep. Department Chairperson
108 118 )
. Summary
quward Data to | Conference
Director- = with
, or Support Service
Designate . * Supervisors

Institutional Bep.

9 .

.49?”'
©. Type i
: )

;-.Written I

A

Responses -

; nstitutional Rep. '

. -12A

DeveTop:

Been Identified

+ to meet those 7
Needs which may have| .

128 R

Department Chairperson

. Record
- Information -

'_'._....'_._.___." on

Institutional ~
Profile

. Support Services Super.

Institutional Rep. o

s




[~ . -
C' -
~ #;l,
S '».!'. 1T
3 . §
_ . ﬁivListjng of Sample Documents - ) ‘
R Document Number Document Name
- 1 _Student Perception Questionngjre--
. . R Instructor (Directions for
_ : Adninistration) =
e 2 ' ) Sfudent berception Questionnaire--
: e - Instructor (Directions for Students)
, 3 Student Perception Questionnaire--
v // B “Instructor . :
p 4 ‘ Student Perception Queéfionnaire--

Instructor-(Rating Sheet)

5 N Student'Perception Questionnaire--
Instructor (Tally Format)

6 - Student Perception Questionnaire--
- ' Program and Ancillary Services
‘ - {(Directions for Administration)

=, 7. - Student Perceptioh Questionnaire--
Program and Ancillary Services
(Directions for Students)

8 e Student Perception Questinnaire--
' Program and Ancillary Services
v 79 b 'Stﬂdent Percéptions Questionnaire--
Program and Ancillary Services (Rating
Sheet)
/.
10 " .Student Perceptions Questionnaire-~

Program and Ancillary Services
(Tally Format)

n oo, . Alternative Instrument
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S : | : -+ Sample Document 1}

STUDENT PERCEPTION QUESTIONNAIRE-- INSTRUCTOR

(Directions for Adminigtration) : ,

"This questiannaire is déssigned to give you an opportunity
to express your views concerning the effectiveness of your
instructor(s) and the type instruction you are receiving.
The purpose in asking for your perceptions is to assist

~ the school and your program in making needed improvements.

Therefore, you are asked to read the questions carefully
and answer them as honestly as you can. ‘ ’

You have been given a "Student Questionnaire--Instractor"
Rating Sheet on which to mark your responses! Now turn

to this Rating Sheet. (i, hold wp "Sticlent 2o RIS RIS L RTEE
Inctrucior” Fat‘ng Pheet and cheek to eoe that ol stadonts
have the eoricet document ) ’

At this-time, enter Instructor Position Number (one sheet
for each instructor you havej}, Department Number, .(Point

ta identifying numbers on bourd) and -the Quarter in which
you are currently enrolTed in the appropriate blanks at

the top of the rating sheet. (Stop, aliow tim fop entering
information. ) R & © (

Turn back to the cover sheet and resume reading silently
while I read &loud. :

The Evaluation Scale ranges from numbers-0 through 5,

with five (5) being the highest rating and one (1) the
lowest. Circle the number you feel to be your best response
to each question. If you believe the guestion does not
apply, or you have insufficient information to.respond,
please‘circle "0" . Attached is a page for any written
commgnts you wish to make.- ;

i

A1l information is CONFIDENTIAL. You do not have to. .
sign® your name unless you wish to do so.

Pféasg remember: Do not mark on the_questionnaire. MWrite
only on the rating :sheet nrovided. .

You are to mark only one answer to each question. If you
mark more than one response, your response will not be B .
used. If you wish to change a particular response, please . ‘
completely remove the undesired response and. circle the most
appropriate answer.

[ %

1340, R ~
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lLet's complete the example. ' ) ‘ . ‘Page 2

o+
Evaluation Scale

.

" Almost Always _ .
-- Often

Sometimes
Seldom . .
Almost Never . ,
Not Applicable

d-—le-b-m
[}
[}

EXAMPEE: "1 have received the grades I have earned."”
Using the preceding evaluation scale, circle the number
that most accurately reflects your feelings. .

5 4 3 2 - 1 0

Do you have dny'Questidns? Pfease start comp]eting'the
questionnaire. If you have any questions, raise your
hand.

Monitor the room to see that students are proceeding
correctly. Utve personal assistance to students who
ask for .help or appear to be having difficulty v
completing the forms in the group situation.

As studerts complete¥he questionnaires, collect
questionnaires, rating shects pencils,. ete. Pldbe
ithe rating sheets in confidential envelope.

1] ot rnaianrsy
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Sample Document 2

STUDENT PERGEPTION QUESTIONNAIRE--INSTRUCTOR -
* * ' (Directions for Student)
This questionnaire is designed to give you an opportunity to express your ?
views concerning the effectiveness of your instructor(s) and thé“}gpe
instruction you are receiving. The purpose in asking for your perdeptions
is to assist the schoo! and your program in making needed improvements.
Therefore, you are asked to read the questions-carefully and answer them as,

Tin

honestly as you can. _ B ,

You have been given a "Student Questionnaire--Instructor" Rating Sheet on
which to mark your responses. 'Now turn to this Rating Sheet. At thi~ time,. ; N
enter instructor positivn number, department number, and the quarter ir

which you are currently enrolled in the appropriate blanla at the top of the
rating shect. The Evaluation Scale ranges from numbers 0 through 5, with

five (5) being the highest rating and one (1) the lowest. Circle the number
you feel to be your best response to each. question. If you believe the
question does not apply, or you have insufficient information to respond,
please circle "0". Attached is a page for any written comments you wish to

make. .

.

A1l information is CONFIDENTIAL. You do not have to sign your name unless
you wish to do so.

Please remember: Do not mark'on the questionnaire. Write only on the rating
sheet provided.

You are to mark only one answer to each question. If you mark more than one

_ response, your response will not be used. If you wish to change a particular.

.~

response, please completely remove the undesired response and ¢ircle the most

appropriate answer. .
[T T s s e ey
Evaluation Scale
@ ’ 5 -- Almost Always
. 4 -- QOften

3 -- Sometimes A
2 -- Seldom
1 -- Almost Never N .
0 -- Not-Applicable . - .

Example! I have received the yrad.s T have carned. Using-the preceding
Evaluation Scale, circle the number that most accurately reflects your

feelings. ' ’




== " STUDENT PERCEPTION QUESTrij?IRE"“‘

Sample DPocument 3

e *

INSTRUCTOR

There should be effective commun1cat1on between the instructor and
student. How would you rate your 1nstructor in the fo]]ow1ng areas

- of communication?

N ~

" -a. The instructor makes me aware of my progress.

.b. The 1nstructor explains what is right or wrong about

ass1gnments or work. ‘

c. The.instructor assigns learning activities to improve my
performance

w

The 1nstructor who app11es variety to teaching methods uses many
types of materials to assist learning. Rate your instructor as to

" ¥he use of:

a. Guest speakers

b. Special class activities

~c. Field trips

d. Audiovisuals

e. Printed handouts L \L - T -

. o

. " Knowlétge of your progress is of utmost importance in a learning

situation. How would you .rate your instructor in the following
areas? ‘ ' . . .

Grading procedures are clearly described.
r‘ P
a. Instructor clearly indicates what material tests'will cover.

H

" b... Tests are graded within a reasonab]e time.
" C. I am given an opportunity to rev1ew my test resu]ts w1th my
instructor.

-

‘C}a§ses should begin-and end af.a scheduled time and the instructor

should be present and available td assist students. How would you
rate your instructor in the following areas? -

[§
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a. Classes and laboratories begin at the scheduled time. ’ .Page 2 .
b. Students are dismissed at the scheduled time. N
C. Instructor is present when classés are in session. ' P

d. Instructor is available to ass1st when classes/laboratories
are in session.

. SubJect matter must be presented in an organized manner. How would
you rate your instructor in the following areas? “

a. 'Sub ct matter is presented in an order that helps me
understand it. - . -

b. Instructor stays on subject or related material and does
not waste class time on unrelated material.

C. Directions for assignments are clear and easi]y understood.

d. Assignments made by my 1nstructor are re]evant to the subJect
matter . - , ) . .
€. I have enough time for completion of assignments.

f. The 1nstructor is well pr«gared to conduct classes/laboratories .
each day. M ~

. The instructor should be fair when working with students. How would
you rate your instructor in the following areas? -

a. I have received the grades I earned.

/

b. I receive a fair share of the instructort's time.

C. The instructor makes class assignments that apply equally to
all persens. ‘

. Human relations are of extreme importance to the success of the program. :
Please rate the fo]]ow1ng concerning the human relations between you

and your 1nstructor : -

a. My 1nstructor_1s considerate-and tolerant of my opinions.
. . 0

b. My instructor gives me personal attention when needed.

c, My 1nstructor is courteous.

"d. My 1nstructor displays self-contro]

e. My.wnstructor gives me criticism in a courteous and helpful manner.

- . . .
» N h e B
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f. My instructor encourages me to ask questions.

g. The 1nstructor‘responds to my questions in'a considerate and
Lourteousmmanqgrk,ﬂ,s,.w.ﬁh S

£

h. I feel that my relationship with m} instructor is not
influenced because I am male or female.

i. .1 feel that my relat1onsh1p with my instructor is not
1nf1uenced because of my particular race.

J. 1 fee] that my relationship with my instructor is not
influenced Qgcause of my age.

-~

8. Use this page to explain a particular response or comment upon any
subject not covered by the questionnazre

COMMENTS : o v

139. -
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| ) ' : ' } , Sample Documesnt 4 °

STUDENT PERCEPTION QUESTIONNAIRE--INSTRUCTOR -
RATING SHEET

DATE: , ] QUARTER IN WHICH YOU ARE CURRRENTLY
L : ENROLLED: ,

PROGRAM NO. _ - ) 1 2 3 4

INSTRUCTOR NO. — 5 6. 7 8
kd ' ”,

RATING SCALE

57 t ] | 0
Almost 4 3 - 2 Almost. - Not
Always ' Often  Sometimes Seldom Never Applicable

1. (a) 5 4 3 2 . 1 0
(b) 5 4 3 2 R 0
(c) 5 4 3 2 1 0 .

\ T ~ -

2. (a) 5 4 -+ 3 2 1 0
(b) 5 4 3 2 i 0
(c) 5 4 3 2 1 0
(d) 5 4 3 2 1 0
(e) 5 4 3 - 2 1 0

3. (a) - 5 4 -3 2 g 0

. (b) - b 4 3 2 1 0
(¢) =~ 5 4 3 2 1 0
(d) 5 4 3, 2. 1 0

4. (a) 5 4 .3 2 ) 1 0
(b) 5 7 £4 3 2 1 0
(c) 5 4 &3 2 1 0
(d) 5 4 - 1 0

. QJ P “

5. (a) 5 4 , 3 2 1 -0
(b) 5 4 .3 2 1 0
(c) 5 "4 37, 2 1 0
(d) 5 4 3 2 1 0
(e) 5 . 4 '3, 2 .1 0
(f) . 5 4: 3 2 1 .0
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Rating Shéet.
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Page 2
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,Student Perteption Questionnaire--

- Page 2
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. STUDENTaPER&EPTION QUESTIONNAIRE=-INSTRUCTOR Y

’

SUGGESTED TALLY FORMAT

\ .

EACH QUESTION NEEDS A BLOCK FOR'INDICATING RESPONSES. ADD YOUR RESPONSES IN EACH SECTION TO GET AN OVERALL
PICTURE OF STUDENT PERCEPTIONS. TALLY SHEETS FOR EACH SECTION COULD BE DEVELOPED MUCH LIKE THOSE BELOW.

> ! N

G ;uaﬁnaoq 9 dweg

Method of Instruction ' - ‘ °
e g | I . _ ¥ 0 ‘ i 3 .,
1. Almost 4 -3 .2 Almost Not © '« Mean o
Always Often Sometimes Seldom Never Applicable TJotals Response ) ‘
> a 3 ,.;
- b. -
= 4
N c. . '
2 _ w4 ,
a. E
; : / ;
N b.
c. i N - |
-I"‘ 4 i ’Q 149 ) ‘
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STUDENT PERCEPTION QUESTIONNAIRE--RROGRAM AND -ANCI

(Directions qu_Adhijji;iatibn)
~ . .) ' » R o

This quest1onna1re Js des1gned to give you a
to express your views concerning the effecti
occupatiemy] program in which you are'enrol]
ancillary serygces of. the institution. The

.P
ument 6 . /

™~
LLARY SERYICES

. A
n opportunity

veness of th d
ed and the rg ’
purpose fﬂ - tee

3

asking for your perceptiofis is to assist. youg;grogram =L

and the school in meeting the needs of stude
fore you are asked to read the quest1ons car
answer them as honest]y as you ’

. -~
You have ‘been given a "Student Questnbnna1re

and Ancillary Services" rating sheet on whic
your responses. Now turn to this rating ‘'she
nold up appru)rzutc Rating Sheet and check t
dvb students navc ,the correcct document.)

S~

At this t1me enter the date, program number

nwnber op board) and quarter in .which y6u are enrolled

in the a propr1ate blank on top of the ratin
(Gtop--Allow time for enterzng znfbrmatzon:)

The evaluition scale ranges from numbers 0 t
with five (5) being the highest rating and o
lowest. Gircle the number you feel to be yo

. - respguse to each question. If you believe t

does not apply, or you have “insufficient inf
respond, please circle "0". Attached is als
any written comments you w1jp to make.

.Please remember: Do not mark on the quest1o
" Write only on the rat1ng sheet provided.

You are to mark only ong , answer to each q/E%é1on

you mark more than one response, your respo
be used. If you wish to change a particular
please.completely remove the undesired respo
circle the most. appropriate -answer. .,

\]
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SAY

Evaluation Scale

5 -- Almost Always
4 -- Often

3 -- Sometimes

2 -~ Seldom
1
0

-~ Almost Never
Not Applicable

t

Let's tompTete‘thé,examp1est

EXAMPLES

-

The temperature is adequate in the classroom. .
(Circle the, answer that mosi accurately reflects your
feelings.) , v
g A : .
5 - 4 .. 3 2 1 0
{
Some questions have a "yes" or "no" answer. Circle

the response you wish to make.

I received an introductory orientation of my progrdm

. when I enrolled. (Circle the answer thut most accurately

reflects your feelings.

“- ’No g 4

- Yes .

Do you have any queétions?' Please start completing
the questionnaire. If you have agé;questions, please
raise your hand. ' , g ' ,

Monitor the room to seé that ctudents are proceeding
correctly. ' .

@ ) . .
As students complete the questionnaires, collect the
sealed emvelopes containing their responses. Collect

~ the'questionnaires, pens, and other materials.

L -

. ')p ¢ . Page2




Sample Document i

STUDENT PERCEPTION QUESTIONNAIRE--PROGRAM AND ANCILLARY SERVICES
(Directions for Student) )

This quest1onna1re is désigned to give you an opportun1ty to express your

. views concerning tRe effectiveness of the occupational program in which you
are enrolled and the support services of the institution. The purpose in
asking for your perceptions is to assist your program and the school in .
meeting the needs of students. Therefore you are asked to read the quest1ons
carefully and answer them as honestly as yqu can.

You have been given a "Student Perception Questionnaire--Program and Ancillary
Services" Rating Sheet on wh1ch to circle your responses. Now turn to this Tee

Ratlng Sheet. -

At this time, enter the date, program number, and quarter in which you are
- enrolled in-the appropriate blank on top of the rating sheet.

The evaluation scale ranges from numbers 0 through 5, with five (5) being the .,
_highest rating and one (1) the lowest. Circle the’ number you feel to be your

best response to each question. If you believe the question does not apply,:

or you have insufficient information to respond, please circle "0". Attached

is also a page' for any wriften comments you wish to make.

) : e
Please remember: Do not mark on the questionnaire. Write only on the rating :gz
sheet prpvided. . . . g
. \ N . }
You ar¢ to mark only one answer to each question.” If you mark more than one ~
resporse, your response will not be used. If you wish to change a particular
response, please completely remove the undesired response and c1rc1e the most
appropriate answer. . .
L )
Evaluation Scale

5 -- Almost Always . o i . ‘

4 -- Often - . . o

3 -- Sometimes ) ’

2 -- Seldom ) .

1 -- Almost Never . .o . .

0 -- Not -Applicable " |- .- . P,

~ ~ °” 5
\ ¢ RIS _
-, L
. " ‘.‘ e 4
; e
1451 ‘ e : L . “
-+ 1582 ;
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EXAMPLES T R - '
The heat is adequate in the classroom.. (Circle the number that most
accy_r}.ately reflects your feelings.) o - -
5 4 - 3 2 .1 0
Some questions have a "yes" or "no" answer. ircle the response you wish to
make . . : -
I receiveéd an introductury orient'qti\on of' my program vhen I enrolled.
(Circle the answer that most accurately reflects your feelings.)
s . Yes No
S . ~ h —
. * :/ N
Ve
P N N . -
, " s
* ﬂ' P
' 1/4.() ) - =~




" Sample Document 8

STUDENT PERCEPTION QUESTIONNAIRE

Program and Ancillary Services

The student objectives of a course or instructional program tell what the
student will know or be able to do upon completion of a lessom, course,
or an entire program. How do you rate the following? - d

a.

b.
C.
d.

e.

I have been informeq of the objectives for each course and/or the
entire program. ) ¢

Objectives are in a written format are clear and easily understood.
The objectives are written without regard to any particular race.
The objectives are written without regard to any particular sex.

The instruction 1 receive supports the objectives ‘specified.

Pr}nted hand-out materials are important learning tools. How would you
rate the following? .-

a.

b.

Printed hand-outs are used as a learning .tool in this course.
Printed hand-outs support the objectives of the lesson.:

Printed hand-outs are written in a manner that is easily.understood.

Printed hand-outs are of good quality.

Printed hand-outs are developed so that they apply to Both ma]é and

female students.

Printed hand-outs are developed so that they apply to all students
regardless of race. g . .

-

Lab projects and exercises should be selected and ‘arranged to stimulate

the student to think, and apply what they have learned. How do you rate

4

the following? ) )

a.
< .
b

s

Laboratory projects and exercises are used in this course.

Time requirements for completion of laboratory projects and exercises
are clear and complete. . .

| am able to successfully perform laboratory projects or exercises
using the skill and knowledge that I have gained frommy studies.
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Student Perception Questionnaire Page 2 R

Program and-Ancillary Services
’ f

3. d. Directions for ]aboratory projects and exercises are clear and compIete.

e. Adequate supplies are available to support laboratory projects and
exercises.

f. A sufficient quantity of equipment is available to support the -
laboratory projects and exercises.

9. Equipment.is in proper working order

h. I feel that lab exercises are designed so that they appily to all
students_regardless of race. ,

i. I feel that lab exercises are designed so that they apply to both
male and female students..

4, An up-to-date training program teaches relevant and .current practices as
they exist in business and industry. How do you rate the following:

-

a. Occupational practices taught in your program are up to date.
b. Equipment used in your program is up to date.

5. A well-organized departmental orientation helps new students feel
comfortable and begins preparing them for their chosen career field.

Did your or1entdt1on conducted by your 1nstructors include the following? i

a. Printed copy of s;hool policies. ‘

b. Printed copy of departmental ruies and regulations. g
. €. Introduction to departmental instructor(s).

d. Overview of all courses.in the currieulum.

e. Information regarding potential job opportunities in your field. -
_f-  “Tour of the department. | ‘ ’ ‘

g. Identification of the program objectiues. ‘

h. Applicability to~both male and female students. - 3

i.  Applicability to all races of students.

j. Identified other schoo] personne] who c¢ould assist me with such

things as financial aid, reg1strat1on,.and other K]ndS of problems.
’
-
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; Student Perception Questionnaire , Page 3
Program and Ancillary Services - ’

6. Audiovisuals are an important Jearn{ng toof when used where they assist.
learning. How do you rate the following?

a. Audiovi;uais3are used as a learning tool in this course. ’////"*
b.  Audiovisuals support the,gtudent objectives.

c. Pictures are clear and easily understood.

d. The voice is clear and holds my interest.

e. The methods used 1n the visuals are consistent with those taught in
the course.

~

f. Audiovisuals are readily for my individual use.
g. 'Audiovisual equipment is in proper working order. : ‘.

h. [ have been5given instruction in the use of audiovisual equipment.

i., I feel that audiovisuals are developed so that they apply to both
male and female students. )

J. [ feel that audiovisuals are developed so that they apply to all
students regardless of race.

7. Reference books and’ other materials are important learning tools. How
do- you rate the following?

a. A var1ety of reference mater1als is ava11ab1e for the program of
study 1n which | am enrolled. .

b. A sufficient amount of reference books and materials is available.

-~ c. Reference materials are easily accessible to students.
d. Reference materials are written in an understandable manner.
e. Textbooks used in the program appear to be up-to-date.

f. " Reference materials appear‘to be up-to-date.
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Stuéent Perception Questionnaire . Page 4 ,
Program and Ancillary Services , . - _

-,

8. A good learning envaronment requ1res a quiet area for study. How do you
. rate the following? - ) ) S -.

a. A quiet study area is available for my use,

b. There are a minimum of distractions in the study area to allow con-
. centration on the subject matter.

c. The study area is organized in a manner that he]ps me to concentrate
on subJect matter.

9. Physical faci]ities should be designed and arranged to contribute to the
~ achievement of the program's purpose. How do you rate the phyaical
facilities in your program? If any response to-the following questions
is No, please identify the room number and explain the need on the

"Comments" page.

a. A1l classrooms have adequate space.
b. The shops or laboratory areas have adequate space.
c. AN c]assroomsﬁhave adequate light. ) .
d. The shop or laboratory area has adeqoate iight. . ,
e. A1l classrooms have adequate temperatpte control.
- ‘ f.  The shop~pr 1aboratory~has adequate temperature contro]. | \
9. The shop or laboratory area has adequate ventilation.
h. The classroom has adequate ventilation.
¢ i. -Classroom arrangement contributes to safe performance.

d. Shop or laboratory arrangement contributes to safe performance.

k. Adequate’ prov1s1ons are made for handicapped students with special
needs. , N

10. Please respond to the following statements concerning the sc¢hool bookstore.

a. Bookstore is open at convenient times.

b. The bookstore contains an adequate supply of the materials I need.

’ ¢c. I was treated courteous]y wh11e conducting business with bookstore
personnel.
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Student Perception Questionnaire ' o Page 5
Program and Ancillary Services -

11. Please respond to the following statements concerning ?tudent personnel
services offered to you at 'your school.

a. The admissions office provided me with adequate information about
: _various training programs.available prior to my enrollment in the

program. . =
b. " I received an introductory orientation of the program and school
from the admissions office when I enrolled. '
’ c. I was treatéﬂdzéurteously and fairly during the admissions procedure.
d. I received information about vérious financia]’aid broéréms available

through the school.

e. I was, informed about job placement services available at my school.

f.  The student personnel services are administered equally to male and
female students.

g. - The student personnel services are administered equally to ajl
students regardless of race.

h. I received a student handbook that contains the-policies, rules, and

regulations by which I am to abide.
i, I am aware that counseling services are available in the Student
Personnel Office. -

_ 12.‘ P]eaée respond to the following statements concerning the school cafeteria.
a. ‘The brices'charged for thé food are reasonaple. ‘
b. The food sefved is of high quality.

c. A good variety of food is served in the cafeteria.

d. 'A high standard of c?ean]iness prevails in the -cafeteria.

e. The serving line moves as rapid]y as possible.

f. The cafeteria personnel are friendly and courteous.

‘13. Piease,respoqd to the following statements concerning rggistration:
a.  Registration is conducted in an.organized manner. .

b.  The time required for registration is reasonable.

C. Individual assistance is given if needed.
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15.

Studént Perception Quest1onna1re ; Page 6
Program and Ancil]ary Services :
P]ease respond to the following statements concern1ng the Veterans -
Admlmstratwn Program:
a. »The Veterans Administration representatwe is available for ass]stance
with problems. » :
b. The Veterans Administration representative is courteous.
c. Problems are handled as quickly and etficient]y as possible.’
Please respond to the fol]owin§ statements concerning the institutton.
a. The appearance of.the building is attractive. =~ _ .
b. The halls have adequate walk;ng space. :
c. The restrooms are clean. ‘
d. Adequate restroonLSUpplies are available. ¢
e. Adequate lounges are provided for students.
f. Entrances to the bu11d1ng are ma1nta1ned in an attractive condition.

16.

g. The school has adequate provisions for handicapped students to enter
buildings.

Use: the page attached to your rat1ng sheet to explain a part1cu}ar
response or comment upon any subject not covered by the questionnaire.
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Sample Docu%ent 9

STUDENT PERCEPTION QUESTIONMAIRE--PROGRAM AND AMCILLARY SERVICES .
‘RATING SHEET )

DATE: ' QUARTER IN WHICH YOU ARE CURRENTLY
ENROLLED: ‘ T
PROGRAM NO. 1 . 2 3 4
INSTRUCTOR NO. 5 6 -7 8
RATING SCALE: \
* 5 ' 1 o
Almost - 4 3 2 Almost Not .
Always Often ~ Sometimes Seldom Never Applicable X
1. (a) 5 4 3 2 1 0 '
(b) 5 4 3 2 1 0
(c) 5 4 3 2 1 0 ,
(d) 5 4 .3 2 1 0
(e) 5 4 3 2 1 0
2. (a) 5 4 3 2 1 0
(b) 5 " 4 3 2 1 0
(c) 5 4 -3 2 1 0
(d) 5 4 3 2 1 0
" (e) 5 4 - 3 2 1 0
(f) 5 4 3 2 1 0 ‘
3. (a) 5 4 - 3 2 1 0
(b) 5 4 3 2 1 0
(c) 5 4 3 2 1 0
(d) 5 4 .3 .2 1 0
(e) -5 4 3 2 1 0
(f) 5 4 3 2 1 0
(q) 5 4 3 2 1 0
(h) 5 4 3 2 1 0
(i) 5 4, 3 2 1 0
4. (a) 5 4 3 2 1 ) 0
(b) 5 4 3 2 1 0
5. (a) Yes No
' Yes . . No
153
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Page 2

0
Not
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Almost.
Never Applicable

_ Seldom

Sometimes

4
Often
No
No
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Na .,
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No
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Always

S{ydent Perception Questionnaire--Proaram and Ancillary Services
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SfUQgNT PERCEPTION QUESTIQNNA;RE :PROGRAM'AND ANCI}LARY SERVICES

er "7 SUGGESTED TALLY ‘FORMAT . ,

- 1

- - //?v

LGE

ADD YOUR RESPONSES IN EACH
SECTION COULD.BE DEVELOPED

EACH QUESTION NEEDS A BLOCK FOR INDICATING RE;;BNSES.
PICTURE OF STUDENT PERCEPTIONS. TALLY SHEETS FOR EACH

hd A

SECTION TO GET AN OVERALL
MUCH LIKE THOSE BELOY.

-

Curriculum

5 1 0
tAlmost 4 3 2¢ Almost Not . Mean
1. Always  Often - Sometimes Seldom - Never Applicable Totals Response
a. L/ po
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ALTERNATIVE INSTRUMENT

P

Thepfol'lowiné instrument haé been adopfed from thé Ca]i'form'a Community
College Occupational Program Evaluation System (COPES) by Olympia Technical

Commtnity College in Washington.
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STUDENT I?ERCEPTIONS OF OCCUPATIONAL PRGRAM College P

Title of this course

Your coliege is studying its occupational education programs to learn how to make them better for present and future students.
We are very interested in student veiws. Only students who are majoring in an occupational program (for example, registered
nursing, automotive technology, secretarial science and similar programs) should complete thfs form. You need not sign the form
but we do need to know the name of your college and the occupational course you are taking.

INSTRUCTIONS.: After each item below check YES, if in your. expenence it is most often the case or NO, if it is rarely or never
so. Then, rate the item as follows: EXCELLENT means nearly ideal, top 5 to 10%, GOOD s a strong rating, top one-third;
ACCEPTAB LE is average, the mnddle thnrd,_%L\OWf\XPECTATIONS is only fair, bottom one- thurd POOR is seriously lnadequate
bottom 5 lo 10%. .

~
~

" CHECK ONE : RATING
§ o s J E
' L P03 § s
PRI | S R S -
vs w62 og 8§ &
S o . \7 “s 1 2\ 3 4. 5
1. Courses in your occupational pragram are: . .- ' .
‘ e Available and conventiently located g o0 o o g_g 04
-+ e Based on realistic prerequisites ) O 0o .0 o. O ) 3
o Based on fair selection procedures O O o -0 -0 O . O
— .
2. Written course objectives: ’ X ‘
e Are-available to students o O O O O O o - 0Od
-¢  Describe what you will learn in this course ‘O a -0 a .04d | | d
¢ “Are used by the instructor to keep you aware ofyour class O O O -0a (. O o . 4d
progress ] _ :
e Provide practical apphcatlon experience as a part of instruction O o .. d O O O O O
3. Teaching methods, procedures and course content: ) 7 )
. *  M¢eet your occupational needs, interests, and objectives . ) [ O O [ O O
.®  Provide practical application experience as part of O O [} O O O O O
mstructuon ; LT ) .
4, .Related courses (such as English, maghematics, science are: ‘
. Coordinated with occupational ifistruction O 3 o ‘O o -0 O
([ ([ O [ ([ ([ a-

. Current and meaningfu! tc3 you . G

16'7 _ g

1‘), ' .
. ) ' ' e :
L 1 . - -

\

D\ oo
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CHECKIONE . s, RATING B
B E oy P
NO ] 3% E 3 58 E I
VES a a8 < ] & 8
‘. : _ ' 7 8 1 2 3 4 5B
5. Work experience (or clinical experience in your . .
occupational program is: )
' ¢ Readily available at convenient locations O O J I R O [ O
* Readily available to both day and evening students. O [ O O O O [ O
¢ Coordinated with classroom instruction O 0 ] O O O O O
o Coordinated with employer supervision O O O O O O O O
6.~ Economic instruction provided in your program has ' ¥
helped you: - . s
¢ Understand your responsibilities and rights as an a a O a a a a )
employee .
» Evaluate job opportunities in relation to salary, [ [ a a [ [ [ O
benefits, conditions of employment )
» _Understand the‘principles of business operation 0O [ O O (| [ 0O (I
and the cost of doing business '
" 7. CGonsumer education instruction provided in your pro-_ . )
- gram has helped you: - .
- - » Learn to manage time and mdney O O a 0 [ [ a -
> e Become a wise shopper O 04 8 8 O @ Ol =Bl
° o Coriduct personal business transactlons O o O O O ] O a
* Manage the responsibilities of a job'and home . O O a -0 a O. 0O a -
» Conserve energy and other natural-resources . 0O a a I P [ [ a -
\ 8. Counseling and guidance services: ‘ '
o Meet your needs and interests O O O O O O ] a
e Help you plan your program O a a a 4O 0O a ]
' .» Help you make career decisions and chouces O 0 0O O O 0 J O
e ' Are previded by knowledgeable, interested staff a a (] O O J 3 O
. « Inform you of nontraditional occupational . o o. 0 O o o 4a .d
' opportunities for both sexes
9. Job success information on former students m your ° ‘ . ) ' .
occupational program: N . .
« Isprovided to help you make career decisions O ] O O O, O O 2
o ¢ Indicates how many job opportunities there are 3 C O o. 0O o . O
169 ; in your occupation . '

y
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* Identifies where these job opportunities are
located

¢ Tells about job advancement opportunities

¢ Explains why former students succeeded or failed
on the job

10. Placement services:
¢ Help you find employment opportumtles
* Are fair and equal for all students
* Prepare you to apply for a job

11. Special services (such as financial aid, tutorial, child
care) are:
.=®  Available to meet your needs ang interests
¢ Staffed with knowledgeable and mterested
personnel .

>

12. Occupational teachers and aides:

> * Know the subject matter and mdustry require-
ments
- Are available to provide heip when you need it
* Provide instruction se it |s interesting and under-
, . standable .

13. Fac:lltxes and equipment for your occupational courses

are:
* Safe, functlonaLand well-maintained
In sufficient quantity tb avoid long delays in use
Currentand repregentative of industry
Available on an equal basis for men and women
’ . /
14. Instructional materia/ls (e.g., textbooks, reference
books) for your occupational courses are:
® Available and conventiently located for use’as
needed .
- * Current and meaningful to the subject
* Fair and objective and not biased toward
) “traditional’’ sex roles

'A

E
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. : ’ CHAPTER TEN

FOLLOW-UP WITH STUDENTS AND EMPLOYERS

- This chapter provides a methodology for gathering data from former
students and their employers concerning job placement and occupational
readiness for employment. Five instruments are presented for collecting
information. Administrative dates range from immediately after the )
student's separation to a five-year follow-up.

i Goal and Objectives

Goa]'
)

The.godl of the student follow-yp is to measure the effectiveness of the
occupational programs and the institution as perceived by former students
and employers’ of former students. :

-

-

Objectives
The objectives of the student follow-up are as follows:

1. Provide for valid staff development activities

2. ldentify needed program improvements such as curriculum, resource -
7 materials, and equipment

-

3. Determine community employment needs and trends '

4. Determine. the adequacy of ancillary services such as guiaance,
counseling and placement

5. Determine realistic job tasks to be performed by former stydents

6. Determine job placement statistics--reasons for and number of
students employed and unemployed, number employed part-time, and
number employed in or out of the. occupational .field for which they

-were prepared .

7. Determine job retention rates, career mobility, and salaries of
students who did epter the occupational field

8. Involve business and industrial employers and workers in.the
planning and operation of the occupational program

9. Identify reasons for early withdrawals from occupational programs.
., . . . - \ ' . Al N

[V
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10. Identify strengths and weaknesses of the performance of graduates
as compared W1th those traﬁned on the job

11. Determine number of students who plan to cont1nue their formal
education and in whaE/areas of study . .

12. Establish a statistical datad base for student follow-up information
that will allow for comparative analysis ’

13. Provide a data base for comparing student training costs from year
to year, from program to program, and for making budgetary plans
and allocat1ons .

| -

Procedures for Administration

*

Selecting the Institutional Representative

ht
Prior to the commencement of any evaluation ‘activities, the institution
should designate an institional representative to be in charge of
administration of this component. It is recommended that this institutional
representat1ve be an administrator or supervisor, be familiar with and
engaged in the day-to-day operation of the occupat10na] programs and
services, and be able to devote appropr1ate amounts of time to these

respons1b111t1es. ~

If the institution has a job placement specialist, this person will be
involved in the student follow-up activities. The institutional
representat1ve must work closely with the job placement specialist in
organizing and conducting this aspect of the total evaluation.

Launching the Follow-up

A good starting point might be to assess what has been done in recent
years regarding student follow-up within your institution. Review what
other schools have done. Review the sample documents contained in this
document, and collect other instruments that might be adapted to the needs
of your institution. .

Involving Staff and Faculty

Experience has shown that total staff and facu]ty 1nvo]vement in a
follow-up survey is most effective. It is suggested that near the beginning
of the follow-up process an orientation meeting be held to get acceptance. of
and commitment to the follow-up. Also, launching follow-up programs in an
open and receptive atmosphere will help to dispel misconceptions, avoid
pitfalls, and ensure a successful program. During the orientation meeting

'ﬁ»




. ¢, .
%

it is impartant to spot]1ght successes and to he]p ea!h person see the
potential benefit of their efforts. o

(-
f

I

o §

L

Identifying Components of a Fo]low-ﬁp Study - ) -

7/

) Federal, statey and/or local 1eglslat1on will dictate many approaches to
a fol]ow-up study. Therefore, it is suggested that legislative acts
concerning follow-Gp. be reviewed to ensurg compliance with specified
requirements. However, before a follow-up program can be conducted,
decisions must be made concerning the fo]10w1ng

Preparing for the Follow-up -— o .

[

S

1. Determine what you want from a follow-up study. Determine your '~
-objectives. ) ] .

2. Select, modify, and adapt instruments to fit individual school
- needs. Appoint a-faculty-administrative comm1ttee to review
> instruments and make recommendations., ,

3. Adapt cover letters to meet specific needs.-

or personal visit.. N

5. Determine what method of dup]1cat1on will be used Determine
quantities needed.

L

6. Determ1ne the scope “of the survey, 4f this has not already been
y * detérmined. .

Do you want to fo]loﬁzup students who ‘graduated during the last .
. year, the last threeryears, or the last five years?
N ) ﬁ? i
Will a random sample suffice, or do you plan total cdverage? If
* random sampling techniques are used, determine‘method.

7. Prepare tentative sehedules for conducting the follow-up.

8. Designate individual respons1b1l1t1es if total staff and facu]ty
involvement is to be used. : . .

9. tain names,, addresses, and telephone numbers of those to be
urveyed (inc]ud1ng employers). This could be a total -staff effort
br one person could be designated to tollect and organize the data.
The school records office should be used in this task. '

4

<. (

A 165 ' ) .

"4, Determine how each 1nstrument g111 be administered--mail, teTephone,



10. Select and prepare dn appropriate ‘coding system for record1ng

inférmation. .
A ~ .

Conducting tﬂe,Fo}]ow-up

1. Conduct survey--mail instruments, make telephone calls or. personal
v1s1ts. v

e

2. Tally responses as returned questionnaires arrive. (Réfer to tally
- instruments and composite reports.) )

.~ 3. Make schedule for follow-up request to non respondents.- Two weeks
after the requested return date a second- attempt should be made to
obtain a response. This can be accomplished by mailing a reminder
letter (Sample Document 2) along with another instrument or by
telephoning those who have not completed.

4, Mail second instruments to non respondents or begin interviewing.

' v 7
Procedures for Data Analysis .
N \r -~

s

Téi]y Instructions o

Once a satsifactory portion of instrument-responses has been received,
the results are ready for posting on the-"Tally Instruments and Composite
Reports.” The responses may be tallied manually or a computer could be

utilized for .summarization.
. ~

1. If a small survey is being conducted, involving less than one

hundred individuals, a hand tally of the results is probably the
* most efficdient means of summarization.

2. However, if a much larger survey is being conducted, you may wish to
use a computer to summarize your results. 0f course, the
availability of a computer or other data processing fac1]1t1es

w171 influence this decision.

3. After the responses have been tallied, the totals prov1de a
comp051te report. . s

”

Composite Report . .

The totals of the tal]} 1nstruments'comprise'the composite reports.
These composite statistics could be trapsferred to a duplicated copy of the
original survey instrument if the tally instruments and composite reports

appear to be crowded or c]uttered;




" The “Ta1ly Instruments and«Compos1te Reports include two
c]ass1fﬁcat10ns of data:
" Data.collected from follow-up instruments . -
Institutiondl extant data (Former Student Program o
Eva]uation) t§> : \ L. .

" The extant data shou]d be available in the permanent school recor?s ’ ' \\\‘\
placement, office, departmental offices, instructors, and from other sOurces ‘ N
that maintain schoo] records. YThe follow-up data will be collected as the . . .

. responses are recorded. The "Tally Instrument “and Composite Reports" must S |

preserve the.anonymity of individual responses and only show group data.

‘ |
i The data needed by different 1nstJtut1ons w111 vary: However, the . , |
following examplies are types of 1nformat1on that Irght be 1nc1uded in the ° . ’ |

|

conpos1te report

S Y T i e

Fo]]ow»Up Report (From-to Date) .

Extant Data
Total hnrol]ment
Completions
Returning Next Quarter
wlthdrawals

collected from Fo]]ow-up study
Completions
Continuing Education
Employed in the field
Employed in unrelated field
Unemployed
Fntered military serv1ce
~ Unknown
Employed in serv1ce area
Salary information N .
Students and Employer perceptions of occupational
training .progr.ams
gX?’z’;;‘ﬁudents and, Employers visited .
ﬁnployer and Student comments and recommendatlons

-

A}

Responsibilities of Institutional personnel

1. It is Suggested that the institutional representative finalize the
data into understandable information, duplicate, and distribute:
copies of sumdiaries to program 1nstruct1ona1 staff. Response
summaries can be presented.in the form of tallies, percentages,
histograms, or averages. The method most app11cab1e to presenting
and interpreting the spec1f1c data should be utilized. The report

~

i N
167

—
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:« L . - ' ) ‘ ' oot ® . . . -
_ «should begin wilh a statement of how the data here collected and for S
e “what purposes. - . . . . o

3 B ' 2. The 1nst1tut1ona] representd'1ve forwards the indepth data to the « T

proper deéartment cha1'gerson and the support serv1ces supervisor.

<

3. fhmnmry conferences are cpnducted between the uepartmeht chairperson

:, and the program staff to review dn% discuss the program data ) . /
- gathered. Alsc, the support services supervisor holds a summary

STV . conference ‘to réview the institutional data gathered.

’

N 4, " The department chairperson records those idetitified program needs
: -on the program needs analygls profiles, and the support services
supervisor records those identified institutional needs on the
. institutional needs\sna1y51s profiles. .

Data Utifization .

- 4 TN -

JIhe'primary purposes of this total evaluation model is for individual,

‘ program, and institutional improvement. In order for the data gained from
o . ,the.process in this manual to be meaningful, it must be utilited. It is

* extremely important that all concerned parfﬁes be informed of the results
‘and the implications for . improvemert’. The Student, Fullow-Up Flow Chart- on
the fdllowing page provides an overview cf the process covered in this

’ //Zhapter.' .. . . ‘
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STUDEHT FOLLOW-YP -

‘Flow Chart

’

1 2 o 3 4 5
- . <
> . B 3 ' . Y > — .
- ( Y Cldentify Faculty and | - ' Involve
. Appbint specific Administrative Begin staff and
. ) follow-up, . Commtte,e . faculty in
: Institutional {(—P activities —¥ review' —p Follow-up +» data -
! ‘0 be . v+ and .o - gathering.
, Representative conducted ,/ * modify ! actiyities- - -when
(Scope; ' ’7 . instruments feasible
" Director Director _ Tnstitutional Pep. % .Institutional Rep. ' Institutional Pep.
) Institutional Rep. Coordinator ’ g ’
* : - : @ Instructors - R s
, ‘ .- * o . 7A ' ‘ B8R, \ -
: Jon “e 0 4 T “ ' (
:o X ) ‘s 1ssim1nate ata . ‘ , &
* Y R
. . -~ r:) ) mstruct?onal instr(ctdrs : o 9 )
. : " 1.% coordinator and. . -
. Tally .+ | - : I ;'Sgt‘&s. vcoord’mator , Record
) ) wgsponses - p of 7 X or ] . , Yy 1dent1f1ed
. " and \ Fnstitutignal Rep. . Coordinator g “institutional
. . prépare . [T ’ ‘ . > ~ . ¥ | ~program and
| composite ! ) ! . ,"8B , + staff needs
Lo s report ’ ' : on appropr1ate
- Tnets - TR Disseminate data Summary Conference , Needs Analysis |
. Institutional- Rep, . “to" N . , “Form
. v ’ , Y '. Lo t i A
: ’ lnstrgctwna_] —P ingtructors Tnstructional Coord
o Y coordinator 0 and
e . ¥ and e ) coordinator Support Services Super
. s o Co mst’ructors . 4 ) . . N
Inst1tut1ona1 Rep“*\ ,.'.,‘ySupport Services Super.




Listing of Sample Documénts’

. v S ~
Number of Dagsuymept . .Document. Title ‘ ‘
1 . Sample Cover Letter to Accompany Student ¢
Follow-Up Forms as Follows: .~Early
Leavers, Program Completers, and Former .
-——l::\ ‘Students
2 ' c. Sample. Cover Letter to Accompany Second: ' ‘
* Attempts for Follow-Up Forms.as Follows: 1

Early Leavers, Program Completers, and
Former Students ‘

3 . Sample Cover Letter to Accompany Follow-Up.

1
_Form: Former Student Program Evaluation, . )
“Three-and/or Five-Year Follow-Up
4 : ) Sample Cover Letter to,Accompany Follow-Up )
<‘\ ' Forms: Former Student Program Evaluation
- e ' Three-and/or, Five-Year Follow-Up
5 . ' Sfudent Fo]]ow-Up Early lcavers Form B .. 1
~ 6 - . Student Fo]]ow-UL Tally Instrument and
Composite Repart: Ear]y Leavers Form
7 - ' " Student Follow-Up: Program Completers Form
8 ‘ Student Foidow-Up: Tally Instrument and

- Composite Report

-2 . . ProgramlCompJe;ers Form ‘ :
9 1- - Student Follow-Up: Former Student Program
Evaluation S ﬁ
'HO : .Stddeﬁt Fo]]ow-Up:' Ta]]y Instrument and
* - . Composite Report Former Student Program
Evaluation \ .
L oo Student Follow-Up: Employer's Evaluation of
‘ " Former Students ; - —
. . .
. X N i 2
" 12 : Student Follow-Up: Tally -Instrument and -
~ 0 . CompOSIte Report’ ' -
' l 1.‘f Empluyer's gvaluat1on of Former Student
+ 13 ' Student Fo]low-Up:, Three-and/or Five-Year
pa =«Follow-Up K . \
3 @ ’ - 170. e
. . )
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- ) sample Document 1

-

SAMPLE COVER LETTER TO ACCOMPANY STUDENT FOLLbH;Uﬁ
FORMS AS’ FOLLOWS: EARLY LEAVERS, PROGRAM
COMPLETERS, AND FORMER STUDENTS

-~

Ve

Dear Miss Doe: ‘ ) .,
-3

-

You, as a former student of (Name_of Ingtitution)

are one of our most valuable sources for suggestions on how to improve
our occupational programs. Please help us_to better serve students
~and the community by completing and returning the enclosed form by
(Return Datc) © A stamped, addressed envelope is

enclosed for your conyenience. )

If you desire 'to.sign your name, a place is provided. "1f you wish for
your responses to be anonymous, do not complete the name and address
section of the-form. A1l information you supply will be held in con-
- fidence, and your name will never be associated with any response.

Your cogperation in this improvement effort will be appreciated.

v

Cordially, ' B oo . .

John H. Smith .
Job Placement Specia]ist

JHS :i je T .
Enclosure ) ‘ -
] . )
« ) ;
.
\ .
, ) e
- - ’
- - [ N
. 7
p
172 *

N’




. "+ . Sample Document 2

.
r

SAMPLE COVER LETTER TO ACCOMPANY SECOND ATTEMPTS, FOR .
~ FOLLOW-UP FORMS AS FOLLOWS:, EARLY BEAVERS, ,
PROGRAM COMPLETERS , AND—FORMER STUDENTS :

4

Dear Mr. Smijﬂ:

HELP" We ‘need your evaluation of the - (N;%é“bf Program)

occupatiopal training program at (Name of Institution)
Without your perceptions, as a former student, the ‘foltow-up- 1nformat1on
will not be complete. We have been waiting to hear from youT

In case you did not receive our first letter, this second copy of the
follow-up form is being sent so you will have the opportunlxy to let
us know how you feel about the training you received.

Won't you as an atumnus of (Name of Institution) =
help us improve the occupational trainimg for future students. Please

is enclosed for your convenience. Let us assure you that all -responses

w111 be held 1n strict conf1dence
1} . ToT .- . Tala

Your, cooperat1on is needed and will be apprec1ated

- Cordially, . .

John H. Smith
Job Placement Spectalist

JHS 11 je . § .

«Enclosure *

mail your completed evaluation form today. A stamped, addressed envelope ’



3

ngp]e Documd%t 3

-

o~

SAMPLE COVER LETTER TO ACCOMPANY FNLLOW-UP FORM EMPLOYER'S
| EVALUATFON.CF FORMER STUDENIS

-,

_ Dear Mr. Doe:

-
- N ]
.

¢ Your help is requested! We are currently conducting.a study to evaluate the
effectlveness of the ’ (Name of Peoqram) -
program of fered to _ . (Nae of Iutitution) students. As - "'
an emplayer uf furmer students, your. obinions are va]uab]e

A short evaluatlon form is enclosed, which can beﬁcomp]eted in a very few
minutes. .Will you please take a few minutes to ¢omplete tHis form and help
us in our efforts to better serve students and the community.. No employer, -
.= . employee, or supervisor will be identified in the results of this study, and
- all respoﬁ‘es will be kept in comp]ete confidence. .

'Your answers will help us to identify -the strengths and weaknesses of our

'present gccupational training programs. You wili be makiny a valuable™

contribution to the improvement of the training of future students. Please
complete and return the forms by -~ (Kcturn Pate) . A stamped, . -~
addressed envelope is enclosed for, your convenience, - _ ; .

1S

Your-cooperation will be appreciated.. -

éo?dia]]y; . - - . -, ;

.
-~ . . .
~

John H. Smith - - oL
Job P]acement Spec1a11st T

JHS/1Je . T L . ) =4 :
.5 - ’ . ) N . . ."s : . ).

Englosure o, ’ L, R :

- 4 . 4
? ~ N N -

B
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- Sample Document 4

§

SAMPLE LETTER TO ACCOMPANY FOLLOW-UP FORM: FORMER STUDENT
///, PROGRAM EVATUATION THREE-AND/OR FIVE-YEAR FOLLOW-UP

- . Y 4

- #
Dear Miss Jones; g

"There 1s no substitute for experience" is a wellszknown cliche. Your
., experience on the job could be very valuable in helping to improve and
update 'the occupational offerings at (Name of Institution) .
Your 1nsight into current occupational training programs offered at

] (Name of Instftution) -

requested. ' -

are

As an alumnus of this institution, please take a few minutes and complete
-and return the enclosed form. Your responses are needed by _(Retwrn Date)

A stamped and gddressed envelope is ehc]osedvfor your conveniénce.

. Al anformation you supply will-be held in confidence, and your name will
Hever be assoCiated with any response. If you desire to sign your name, a
place 1S provided. If you wish -for your response to remain_anonymous, do
not complete the name and address section of ‘the form. :

L .

N

¢

Your cooperation in this improvement will be appreciated.

Cordially, ) o . -
. ; . y

o

John H. Smith
Job Placement Specialist ‘ S .

OHS/me -+ o .

"Enclosure




' ' - Sample Document 5
'/ " . 0 - .
' - ,/w ) . ¢ - o M -_/.
+ . STUDENT FOLLOW-UP: o L .
¥ . EARLY >LEAVERS FORM
- Th1s‘§prm requests the fo1lowing information from students who, left the
prog m before completion, and their status is unknown . » .
a. Reason for d1scont1nu1ng studies,
b. Present status and.employment information
. * . o v
j' c. Suggestions ?of improving é?og?am and institutional services - N
// d. Future plans ' . . o .o '
It is suggested that this instrument be mailed to each stqdeﬁi's last known }
address immediately upon-his/her withdrawal from school-. :
A cover letter (Sample Doeument-Z) acéompanies this instrugent, ¥
N ; ’
b ., . ' ’ v ,
- - 2
“ v
4
. \ ¢ N '
..' - R
» ’ “ ~ - :
. - e
[y 7 * * / ,
ré !

) \"' ljﬁ - . <, . - ‘ ' " —




YOUR
"YOUR
.REPL,

TO ANSHWER.

Néme
Addr

Prog

N~

“ STUDENT FOLLOW-UP _
~ . EARLY LEAVERS FORM ‘ .
RESPONSES TO THESE QUESTIONS WLLL BE TREATED AS CONFIDENTIAL INFORMATION.

ANSWERS WILL, ONLY BE PART OF A.COMPOSITE REPQRT IN WHICH 'INDIVIDUAL
IES ARE NOT IDENTIFIED. YOU MAY LEAVE BLANK ‘ANY QUESTIONS YOU_DESIRE NOT

ess

ram - * ’ R

Please check the reason for discontinuing your studies at this institution
prior to compTeting the prescribed course of study:
Employment - ' '
__ Home/family needs
- Military, "
_____ Financial , : .
T My course of study was not suited to my* interests. )
) My course of study was not what 1'd hoped it would be.

TT7777 Other,. (specify) i
Check your present employment status:’

«_ Part Time ° §_ _ AFull Time - Unemployed

If unempioyed or employe part time, please check the reasqh why:

___ Part time employmént is all I desire. S
24 do not want a job. N

727 I'moin the military service
JI'm in school. . )

- /7777 't have not been able to get a job, ...

~ ¢ 1 do not have enough. training.
#7771 dislike the work, for which 1 was trained.
I can't earn enough money to make it worth working. o~

—1

.~ Other, (specify} . P o L

~ Employer _ . .

7

Employer's address e - L

Position title _ .
Nature of work ‘ -~ , ]

Is your job related to the Jinstruction you received at this institution?

i et

__ Job Placement °

.z Yes - . No | : .

Who helped you get your job? . o ’

. Parent : _ : State Employment Bureau
~ Friend - h : Privaté Employment Agency
. Instructor = Other (specify) .

e

177 | 188§




y
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Aruitoxt provided by Eic:

Student Follow-up . - - T Page 2

7.

Lo

e J )
Y
”\l’.\ F
O

4

Suggestions for improving instructional/occupational training.

~ .
-~

- - -

Suggestiohs for proving student services (Admissions, Job P]aiemenf,
Counseling, etc.) ’ o

—— ——
e e e e S —_— —t ——
3
_ Lia — — —
' L
Do you plan to continue your formal education?

" Yes . ’ No. ’ ' X v

- — N P

- . 3
If yes, in what area? , B -
.
\ .
. . . .
‘< 4 * -
1
,
- .
.
~ N -
L . Sl
v ~N
L
- -
“ / -’ »
.
~ / .
.
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.
- .
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.
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.
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e ‘ T Sample Document 6
2 . ' STUDENT FOLLOW-UP TALLY INSTRUMENT AND COMPOSITE REPORT
¢ S N ) n .. .
. " EARLY LEAVERS FORM . , .

§ - e ' ' .

' 0 . .. ~ - . &
The Early Leavers Form was mailed to - fofﬁer'students and returned
by ’ Coyoal ~percent’ response. . .
Program . Year - - .

- \ . . .
1. Reason for discontinuing studies at this insti;ution prior to completing
the. prescribed course. ’ . : , . :
- . > ~
[T 5 i
, P > > — [72] ~~
N c — < ‘™ Y- 2 O W |4 & >y,
[+ o [1~] - O O w & 00'04-18 “ 4
=3 E u + O = Q [ g U te
> . © T - re = VU T |D e ] £ 0
o w — 3] w >™x§OoO S w1 Dy O, - O .
N — ~ @ - = - SO e ST QO oo "
Q. d Q= M = o= 3 3 3 3 o QI 1%
L = E . (Y O+ I > |OPL£ OO -~
Y E-:-l N “,39__ QununeE Oz .
. . j \ . ‘\ I
v . i ’ ’ .
! e '
¢ : 4 '
a —— S
moey! -
¢ o .. :‘ ) . :I.
2. Employment Status. ) . 3 .
8 Part-time ,Eu]ﬁ-time Unemployed .
. fa -1V .‘. 4 e
. . " ‘
' < -
- M Moral |, . Totul . Total l '
£ i & v - —
. ‘ 179 1 o
o . 0. ;
i ‘

ki




-

Al ’ )
# . . . ’
3. . Reasons for part-time and unemployment: . , .
’ T ' / ) 13 -
‘ | Part-time | Do not In | Not able | HNot islike | Can't 1 Other
j s all want a Military School to get enough e earn {specify
desired job Service/ . a- jeb - ~ [ training work enough on sheet)
- . ® ' N
P - s o~ ¥
. . .. % ) . )
> . =~ - )
' - «< * -
. Total :L . i
, 4. Is the job related to occupatio.na} {nstnuétion'receivéd? [
. D N . \ \ > ’
P - / ! -
8 ,( L L . \
: ’ I Total v Jotal
. . ‘% N R . . .‘.‘ N N
5. Area of Emponméryﬁg: (taken from employer's ‘address) L ‘
‘ " . ;:\I‘ éeographic Locations )
Service-Area’ ™ in the State In State Qut of State
-
. N ‘ ',
191 : ' ‘ - '
. !‘ ax ‘ . S,
: ! - | 132
, i’ i
| | .
o Y ! ' ‘
. ) ]'u‘:lzZ; setal , Total | | Toral | .

¢ 9 pue

34043y 33 tsoduo
Juawnagsug ALLel dn

2 aﬁe/d

~MO{ 104 Juapn3s




Student Fellow -Up Tally Instrument and Compos1te Report
Ear]y Leavers Form .

1

6. Who. helped former studgﬂt gef job?

,

¢

- . ~
. . o , 4+
o o c c
o o = ] 7]
o c O, 3] ; m;& -
c o 3 £ ) at v
) - al 3] vom.| smoOUV =
~ - - o Pe @ > )
< L n . 0% oo -0 o
- . c O — L E S L E O
— Sa nwa Ffowg
L] N .
v o 2!
Y
. . .
s
N LY
> ¥
N B el
] ) . d
.
v / , h .
. N [} \»
’ Y
Tota! .

*7. Former students who p]an:tb'gontinué their formal education:

. . “

..

In what areas:

-

‘8. Suggestions for improving jnstructipnal/occupational training:

. s 2 -

.
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Student Follow-Up Tally Instrument and Composite ‘Report A Page 4
‘Early Leavers Form ’ B

9. Suggestios for improving services: : {

" . : -~

- ‘ N




Sample Document 7

, )

STUDENT FOLLOW-UP:
. ™ PROGRAM COMPLETERS FORM

This forimn is mailed each quarter to,siudents who completed (were placed on a
job) the previous quarter. o ‘ X

- “4

The purpose of this follow-up is to gather jnformation concerning the job
salary, and entry-level tasks of the occupational field. The student's
perceptions of the instructional program and ancillary services are gathered
abdut a year*after job placement--after the student has had sufficient -
experience to make valid suggestions concerning his/her nreadiness for .
employment. — ~

Similar information is requested from students of each program. However,
the fonns’request the following specific information pertaining to the

program: {’

a. Present status and employment informatian, including
salary . ' )
* ’ 1 s
" b. Student perceptions concerning the“school including
' recommendations for improving the prdogram and in- -
stitutipn o~

¢. Future plans

|
\
|
|
|
|
|
|
4
\
i
A cover letter accompanies this instrument (Sample Document 1)., ‘ .
|
|
1
|
J
|
\
\
\
|

A r
.
L]
4 ]
Eel
" o

\ . . ;

P 183 ?

-

e 195




STUDENT FOLLOW-UP
Program Completers Form

YOUR RESPONSES TO THESE QUESTIONS WILL BE TREATED AS CONFIDENTIAL INFORMATION.
YOUR ANSWERS WILL ONLY BE PART OF A COMPOSITE .REPORT IN WHICH INDIVIDUAL REPLIES
ARE NOT IDENTIFIED. YOU MAY LEAVE BLANK ANY QUESTIONS YOU DESIRE NOT. TO ANSHWER.

> "

Name . 3 e e m
Address
y _————-
. Program
1. Please.check your present employment status: :
Full-time - Part-time Unemployed

If unemployed or employed part-tifie, please check the reason why:
Part-time employment is all I de51re,
I'm in the military serv1ce
" I'm in school. . .
I have not been able to get a job.
I do not have enough training.
I dislike the work for which I was tralned : oL
I do not want a job. -
"I can't earn enough money to make it woﬁth working.

. ‘.~ " Other, (specify) _~ B

2. Employer - o
Employer's address

—

How 1ong have you been on your present job?

1 - 2 months 3 - 4 months’ S
2 - 3 months 4 - 5 months ) ' v
\ . ’ - More than 6 months o -~
3. 1Is your JOb related to the training you rece1ved at th1s 1nst1tut1on7 :
Yes . No . L
4, Approx1mate weekly sa]ary, before deductions?
- 7 Under $100 ____-8$176 to $200 -
X $101 to $125 : %201 to $250 .
$126 to $150 ' %251 or more-
$151 to $175 ) “

If you were employed prior to attending this institution, what was your
approximate we€kly salary, before deductions?
- Under $100 _ $176 to $200
$101 to $125 - ~ $201 to $250
$151 to $175 ___ $251 or more

[ A

5. As a whole, how do you feel about your experience at-this 1nst1tut1on? i
‘Like it very much s
__Like it pretty well )
Neither like nor dislike it .. .
Dislike it niore than like it | RN -
- Dislike it very much ’ \

\ I

A




» Student Follow -Up Program Comp]egers Form - : _ Page 2 . .

6. Please make any comméent that you feel would aid us in 1mprov1ng the
school or the progyam you took.

' . -

3
[

4

7. Suggestions for improving student services (Admissions, Job Placement,
Counseling, etc.) at this institution.

; o . ;

<+

8. Do you plan to continue your formal educat10n7

' : Yes No - oo
|
|

If yes, in what occupational area?




STUDENT FOLLOW-UP :

~

. ~ Program Completers Form

{

TALLY INSTRUMENT AND" COMPOSLTE REPORT

PROGRAM (EXAMPLE)

Pusiness Elucation

_+ YEAR

1277

a b

1. .Present employment status+ .
Pagt~time ) .

The Program Completers Form was mailed to ~_ &3
percent response,

t

-
'0

Full-time’

former students and returned by

4

12

e

- Unemployed

o’

2. _Logation of employment:
o

L]

= Service Area Your xnst1tut1on Your State . , - Out of State —
- N - i ’ ' '
. | | i o L ; ‘ J,___
! ' ' o rh- | ~ P 2 - !
' “ ' l ! l ! I ~ 1
L I PP o Tctal. . -,,al ‘ ¥, Tctal Tozil
3. Reasons for unemployment' and part-time employment: - PR
. | — - . - = T - 1
Part-time; Do not | In : In i Not able *Not Dislike - Can't Other '
’is alt T | want @ | Military | School | to-get a enough “the earn ('specify -
desire job Service - © { job . training work - enough on sheeb)%
.ty . i : , .
x ~ « 1 A
T N . ‘ \ E i \_/’ ’ ) i
] t '
195 i | i
K ! “,’. o ~ l : R ! j',g
~5eal L—: ' ! " _ i
L L J ! 2 ]

[3

‘8 juawnd0(_3)dweg
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Student Follow-Up Tally Instrument and Composite Report . Page 2 ‘
Program Completers Form
s
4" Length of time on present job: oo . r -
rd ‘ . . i .
L] .
- n w - 0
N .o ~ B oL <. C ‘oo =
e » 2 + = o + - .
' 4 e oc | - t € 1 € . £ =
4 oL C O [@] [@] o o 0O %~ 0 .
—J+$ OE —~ E o~ E o E < E wEOCE
- . - ¢ \]
' - X - - . - ‘ -
. ¢ . 1
L Tatals. i b
5. Is job related to training received at this.institution? )
\ -
A ., S . — :
:. YES ' ) NO ) ‘ . . -
' ’ ' » N
P ‘ j Total . _ Total
. .
6. Salary information: / ’ ~
‘ ’ i 4 - 0 * ‘
o - - l LI e
c S 1 - o
3 O ~— wn [Ve) o — [ 4} O o ~— o [Te) } h
v [@] ho N o o l.(\l u (Ve ] ~~ ~ o o (Vg N O -
— E C o~ - O~ — O e~ — O —~ O~ N O ©“r O E *
I U 4D A 4 D 4+ 4 ¥ 4D & A 4 A L
»
. 2 . . - P '
> N .
- o .
3 ' i
V/ o
B J .
- . s
=< . ’ -
=z o, , .
’E‘Ll . (
, =g - .
Total l ¢ ,
- N ?
[aaVe} ¢ , .
. ez -
& - . N
(=W
- w . pn— -
il 2Z = ,
L =— O L
<C v . ! -
o 22 - ' .
D ’
> b =
{ - =gy : .
S<5
<< O = ' N
) b= e . . o '
Total L il —

ERIC . ‘ R :
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Student Fo]low-Up Tally Instrument and tomposite Report . Page 3°
" Program Completers Form . _
7. Feelings abdut this institution ' ) ! .
y | )

. -

i ‘ . o > - hy ; 5
» Liked it Liked it Neiﬁgef Distiked Disliked )
very much pretty well liked nor more than it very
disliked | liked . fuch -
- - ’ J; . ‘
” , \ . eg
v : -
*w ) - l|. -
“Total , . 1,
. . ' —/x A‘
8. Former ?tudents who plan to continue their formal education:
In what areas: ’ : .
. o . L Y . .
+

Real Estuale

/ .
v ‘ . -
’ .
- , .
. s .
. —— i ———— —— s o ee——fen e — - v
s >
.

P /.
e T TR -
~Total | ‘ , . i ” - :
. e e e e et g . . -
N X . ‘ & - s‘
. 9. Suggestions for improvement: . . , L. )
More training on telcphone Lechniques needed. 3 o
N [ . . 5
A quiet study area needed. . .
. - B
- " ’m ',‘.Q
. ’ g?lé,_,‘/

Cy - -
18 . o _
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— ' 3
: p . - .
e - S : * Sample DoCument 9 .
| ' .+ STUDENT EOLLOW-UP b | ‘
SN G - o :
FORMER STUDENT PROGRAM EVALUATION ~ LT
i It is suggegted that the 1nformat1on requested on th1s form be obta1ned by . .

an on-site visit by a school representative, the job placement and fo]]ow-up
specialist, or institutional representative. If a personal visit is not
possible, the form is designed for gathering the information by mail or
telephone. This information is gathered one year after the student was

o empyﬁyed The student has had time to gain experience on the job and review
the instructiondl program in 1ight‘of employment needs. The instrument
gathers data_concerning the following:

!l a. Present status and employment infofmation, . i ) - Co
.. be Student'perceptions and recommendations concerning.
-~ Y, the occupational training program 1nc]ud1ng equips - , ) .
’ ment and resource mater1a]s . o

-

'« ¢. Instfuctional methods

/ o ¢ !/
The, cover letter shown (Samp]e Document 1) is intended for use only if the . .
] 1nstrument is mailed. ey, - - . ' I U
<, . . 4
’ . 'Y b5 % ,9%
LN A \ ;;j =i 2 i”
-t s, ";_i,« 3
F e, 7 S , .
g "; Pl \ g \J
o & 3
3 TN b -
b ’
v". .
-~ g - (‘ "
T . - * -
’ - S S -
| AT
» "" . r..,;t v
» - -
. . . E 55? ,
4 . ° ¥ 4 { EX
K A .
"
z}” 'z,g /
? i A
[} :}%‘ ' f:,i:' '% kol 4
. . e % e *
2 AR T L Ah =
£ [ AT NN b
< Tde,
v s ¥ ' .
£
A
"i’:? v '/:e::;". ¥
Z .
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STUDENT FOLLOW-UP:' . : ‘

FORMER STUDENT PROGRAM EVALUATION . . i
.. ' YOUR RESPONSES TO THESE. QUESTIONS WILL BE TREATED AS . {
N CONFIDENTIAL INFORMATION. YOUR ANSWERS WILL ONLY BE . .
o A PART OF A COMPOSITE REPORT -IN WHICH INDIVIDUAL REPLIES ° -
BUSINESS EOUCATION ARE NOT IDENTIFIED. YOU MAY LEAVE BLANK ANY QUESTIONS YOU ~
L DESIRE NOT TO ANSWER. - :
Name . .- . . . . ‘
Address ' ] ‘ '
Program - . . e
1. Please indicate your present status. ' B ‘ . ' o
v Employed .° . Unemployed (If unemployed, skip to
, number 7)
2. Employer 5 : ' 4
Employer's address R o « /
3. Job Title _ - g
“  Job Dutiés . - . ;
45 Is your job related to your oceupational, training at the institution?
...—-.-_ Yes * - . . S NO ) -
"5, Length of time on the jobs S, - ” -
© .1 -3 months . 10 - 12 months
] ‘4 - 6 months * . ___over 12 months* |
7 - 9 months ’ ‘ * ‘
6. Have you received-any prgmotjons'sinhe.going to work? ~
7. Please rate each area of training you had. :
. o N L
: Nesg“fu:ﬁge? Students Rating of Training
‘ Yes | No Excellent | Good | Fair| Poor
h .~ / T
X Typewriting 1 __ o ]
Shorthand‘ o ! - N — i
Filing .
_Office Frocedures ~ . ' .3! ’ .«
Business Math _;_ -
. Duplicating Procedurés J o ) - -
" Verbal Communi%ation T ' . .
WriEten’ Communi®ation =
Skills : — s
Accounting . _
) . A . g
. Telephone Techniques S
Business Machines n
Human Relations - ~ ' |




e
' hY

Studént Foi]ow-Up Former Student Program Eva]uation ’ éage 2

8. In general "how much help was your OCCupatxona1 training in the
' following areas: -

P v , MUCH | SOME.| LITTLE | NONE
» Knowing how to, use tools and ’ '
equlpment )
Knowing what one’ does in this R . ‘
) kind of job. . . . .-. D ‘ -

Using ‘time and energy productively. . :

F1nd%ng ‘needed job related
information. . ... A . S 3

Being able to talk to the
supervisor about job problems .

Getting along with the customer,
‘ being patient and so on. . . . .. ) )

-Getting along with other workers .. . )
Interviewing for a jeb . . . . . .. .

” Handling new or unpleasant
situations .

Applying for_a job .

-~

9. Please mark the following instructional methods in terme of how you
learn the best. .

- | LIRE | DISLIKE OoN T
AV

* Lecture. . . . . %.
Individualized instruction .
Group activities . . . . . . . . .. -

- Project activities . . . . é Coe e

. Demonstrations .-. . . . . . ..

‘Homework . . . . . . v e e e '

Programmed texts . . . . . Ce e

Reading.

‘

10. Was the equipment used in your ‘training prog am consistent with what

you have used on the Job7
Yes © (P]ease explain "No" answers on comments section)

I1. Please rate the resource materials’ (books, aud1oylsuals, related magazines,
etc.), availabte to you as a student in your oCcupational training program.
___ .Excellent . _ Good Fair Poor .
(P]ease explain "Fa1r" and "Poor ratings under comm comments section.)

i
'

12.] Comments and suggestions for* 1mprovemen§.

s

. . ) . (- ,

-

b
f

o b e g et s i e e T




Samp]e‘DocumentsIO

STUDENT FOLLOW -UP TALLY INSTRUMENT AND COMPOSITE REPORT

Former Student Program EVE]uagion

" The Former Student Program Evaluation Form was mailed to + former
students and returned by _ 5 a percént response, |
Program - * Year

B * /

Employed — . " Unempjoyed
' Total .
T
. . * ‘ ‘ .
. w.-%?':' - ' ,‘2

2. Is the job related to the occupational instguét%on received?

«k *
Yes No {, ) )
. Totual : Total
L l_e - ] B P }
" * . ¢ -
3. Location of employment: . ) i( ‘g
" . iY !
. b Your L
Service Area Institution Your State Qut of State
L - \ - \
¢ . . :
. e - l - ]
Total L J : otal 1 Totlal " Total b
- / PR ' —— . '~ ———r

‘ 12 R05




Student Follow~-Up Tally Instrument and Composite Report
Former Student Program Evajuation ) .
: i
-4, Length of time on present Job -
? | ;
wn 7] 0 — ! v
) o~ o o v o . < s
- <3 - [ 8 +
¥ - c o < | =4 QN C
‘ o o o o o > O
= <« € ~ E ) — E o E
r 0
‘ *
, , \ o
t i ‘
Tora”
[’ ‘ \ -
Former Students receiving promotions since going to work: »

}' 5.

To.taZ

6. Instructional

’

~

g .
methods in terms of how the students learn the best:

, \ LIKE ‘| -DISLIKE DON'T _KNOW
P . ‘ ¥
|
. Lecture Totul Total Total - | '4
l{ f ‘iwl
Individualized instruction Totul /} Total Total 1
firoup activities - Total Total Total
- _
¥ | Project activities Total Total .|~ | Total
Deﬁonstrations Total . Total Total
Homework . Total Total Total -
Programmed texts Total ‘| Total Total T
e N / - -
Read1'ng ' |' Total . Total _| Total

[:R\}C

wll Toxt Provided by ERIC

‘193

206 -
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veL -

s

..........

Typewriting

Shorthand

..........

Dupticating Procedures. . . .

.VgrbalfCommunication Skills .

1

Written Communication Skilis™
- o
Accounting . . . . . . . .".

Télephene Techniques. . . . .

Business'Macﬁjnes

Human Relations

Students rating ‘of training at your institution.

§

t

Need-Further Training ‘ Students Ratipg of {}aining :
Yes No Excellent Good Fai;\ Poor
, Total f———botal [_—_ Total r—_ Tczal [~_' Total Total

REnAn

" uorjen|eA3 weabodq JUSPNIS UBWLIOS.

]

P

aininlaln

A

] e e

A
. ‘@-ﬁu“ k
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IRIEERINEEREEN

iainininintntalnininin

laininininisininSnininin
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and equipment

kind of job

-

productively

informatiqn

job problems

S61

customer, being
and so on

workers

Interview}ng for the
Jjob '

situations

Applying for a job

L

Getting along with the

. RUd

knowing how to use tools

Know what one does in this

Lol AP
PRI

Using time and energy ;

Tozal

-

Fiﬁding needed job related

[aal PN}
. al

. 'Being able to talk to the
supervisor about

~Total

patient

Total

Getting along with other

Total

Total

Handling neWw or unpleasant

Total

* .

In general, how much heTp was occupational training in the "following areas:

LITTLE

NONE

{EXAMPLE)

MUCH - SOME

-

|
{
t
[}
i
f
i
i

uotjen|eAl wesboad JUIPNIS ASMUAO04
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Student Fol]ow Up Ta]]y Instrument and Composite Report “ -iRage 5
Former Student Program Eva]uat1on

A

9. Mas the eQU1pment used in the tra1n1ng program consistent with what
former student uses on the job? . . ¢ .

»

~

.

10. Former Students rating of resource mater1a]s used in occupat1ona1
training program .

-— -

1t. Comments and suggestions for improvements, B -




S;udent Follow-Up Ta]]y rnstrument and Composite Repoctl " Page 6
Former Student Program Eva]uatrén *

A
.

Program Extant Data .

S - . ,
' "Program ' e " : . - Year
‘ . ' Number 4 - Percentage '
Total Enroliment ‘ . ' ' ’ .
LCompletions | , )
Returning ne;t_quarter )
-

Withdrawals

The extant data shown above are factors to be inctuded in, cost analysis.
The following formulas for computing cost per placement and cost per
student are given as examples:

*Cost per Student : *Cost per Placement
*COST FACTORS o *COST FACTORS |
**TOTAL ENROLLMENT “ *x*STUDENTS PLACED IN FIELD |

*The following cost factors were uéed,by the developer institution:
~ ctn . |
--Total salaries for instructors

--101 Equipment (15 percent of total cost to .
be depreciated over a 7-year period)” " : S oo
--100 percent of "lease equipment and ma1ntenance } ' .

--Supply expend1tures . ) ’
-**Tota1 Enrollment 1nc1udes c0mp]et1ons, return1ng next quarter, and
w1thdrawals .

.
E

-

- ***Students placed 1n field is-the total taken from quest1on 2 of thls
compos1te report. .

4




. " Sample Document 11
B \ - ”~ . - ..
¢ - L N
STUDENT FOLLOW-UP
' EMPLOYER'S EVALUATION OF FORMER STUDENTS
The information requested on this form is obtained afte; the former student
, has had time to get familiar with the job and the employer has had time to
observe and evaluate the employee's performance. The institution gets this )
data approximately six months to one year after the former student is G
employed. o , , v '
It is suégested that this information be obtained by an on-site visit %y the ”
job placement specialist or the institutional represemtative. However, if -
. such a visit is not possible, the information could be obtained by ma11 or
telephone. A
The instrument collects the following data: : . ’
a. Employer or business informétipn ‘/
b. Performance ratinds in specific skill areas as well C
. as those in the effective domain
c. 'Compar1son of a former student's pérformance with ’ .
_that of an employee who was trained on the job or .
\ _Was tra1ned 1n another program -
d. SuggestTOns for improvements in occupational \
training program. ] ’ : - .
AN
The cqver letter shown. (Samp]e Document 3) QS 1ntended for use only if the '
1nstrument is ma11ed .
K ) \ B . -
- / ~
/ ' ’

198
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. STUDENT FOLLOW-UP.

Employer Evaluation of Former StudenTs

<

YOUR RESPONSES TO THESE QUESTIONS WILL BE TREATED AS CONFIDENTIAL INFORMATION.
YOUR ANSWERS WILL ONLY BE PART OF A COMPOSITE REPORT IN WHICH INDIVIDUAL
REPLIES ARE NOT‘IDENTIFIEDf' yol' MAY LEAVE BLANK ANY QUESTIONS YOU DESIRE NOT

TO ANSHWER. .

Employee
Employér ‘
Employer's address _
Employer's telephone
Name of Supervisor
Joby Duties perforﬁed~by employee

s A

1. Length of time employee has been on the jpb:’
6-8 months . 12-14 months over 18 months

77 9-11'months . ____ 15-18 months

2. Please rate weach of the general traits of the employee listed below.

General trait Excellent Good Fair Poor

T INTEGRITY: Trustworthiness, honesty,
and loyalty ,
DEPENDABILITY: Promptness and :
reliability in attendance .
“RESPONSIBILITY: Willingness with
which work is accepted and performed
INITIATIVE: Ability to plan and
direct own work

JUDGMENT: Ability to make sound
decisions - S
COOPERATION: AbiTity to work in
harmony with others

| LEADERSHIP: Qua]éfies of under-

standing people ahd directing others

ATTTITUDES TOWARD WORK: Degree of
enthusiasm with which one performs

work v .
EMOTIONAL STABILITY: Poise and self-

control .

[ COURTESY AND FRIENDLINESS: Shows _
genuine consideration and kindriess o . B

toward others
PERSONAL APPEARANCE: Neatness - , ...

cleanliness, appropriate dress
| and grecoming

A 4

199 ) - ' |




1., N ( ‘

' \ . ' 3» ’,v‘
Student Follow -Up Employer Evaluation of. Former Students ,,;‘,,ggg,aqe 2
. . “:‘\ , .:& s \
3. Please check "Yes",or "No" on need for additional tramlng and rate
_employee’'s Performa.nce in each skilled category. oo Ty
- Y 3&”5-’33"
YR _ ' Needs . / . o
;Example: Business Educatign Additiona] | “Employee's Performance in 2
. : . Training each skilled area N
Excel- | Fai T%qum
‘ , . YES NO leni Good Fair Poo¥ .
Typewriting - 'y . R .
- ——— . — ‘ —
Shdrthand .
——— SO SR — USSR SRS WA
Fiting . i ot | .
Office Precedures ' . k- 7
- B el FREI SN A : - S
Busmess Math : . . ’
Duplicating Procedures . \
— r/__ — - M - .
Verbal Communication Skills . & h
"| Written Communication Skills ) , L
ccounting ' o fﬁé@;ﬁ“ .
Telephone Techniques o . 4 A
'Business Machines - . . - P ] - ]
Human Relations
e TR -
Overall Rating of Skills __“L_“"# ___&;; S . J
4. Please compare the performance of tm% employee w1th theg, orma;nce of |,
an .employee who was trained on the job. .
Performance of emp]oyee trained at this institution. ' '
Superior . - v &
T Better * . ot
o elxarab]e to but no better than ‘
5. Suggestions for imprdvements in or updatlng of this particular ' &
occupational training program: . 2 5 o
-- %fé"‘?ﬁ?@
B Etanat Eadit ol SIS -v~ e w4 8w b o fem Vo e 4 e et e Se W B e -:-—..-.-——--———-— .——-‘ — —»: /-
. ‘.-_.._-_.._\-._-.-- e = - e————e — )
. ) . -~ ‘. 4 to
/ ¢ -~
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LERIC

Aruntoxt provided by Eic:

kS

»

1,

3.; ey

a. L.

& Program

>

STUlﬁE’NT FOLLOW -UP TALLY INSIRUMENT AND COMPOSITE REPORT

Emp1oyer Evaluation of Formgr §f§dents

PR T v
& ﬁ;’ .

L Buciness Educatiion Year
=

3

.

Sample Documept 12

Is Jobarelated to occupational tralnlng at this institution?

(I@ken fronfggob dut%g )

s
-‘:’

o

e

Total

%
NO;

2
i

~

-

L4

Léngtg of time emp1oyee‘ﬁas\been.on bresent job,

/

n n n
O S o) =y £
~ . ~ 4D — +
{ £ 1< v <
. N o w o >~ O
B ~ B o 1=
B
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-~
-
£ -
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- - N M - " . » -
'

-

S 3, Please rate each of the general traits of the employee listed beldW: - . .

. COURTESY AND FRIENDLINESS: SHows , o oo
21'] a geniune consideration and . ' - l‘— o I""‘” i ,
« kindness toward others . . 1
PERSONAL APPEARANCE: \Neatness, R .
‘. cleanliness, appropriate dress

. . To - . : . n
. - . LN ' ’ J
, and grooming ’ . . [ l ; |— X :

4 &

~ . General trajt , - Excellent Good > Féir Poor =0
¥ - = < 4

INTEGRITY: {rustworthiness, (EXAMPLE) . ?—ag ’

honest v -qnd loyalty  § . . ~ . S8

. - € : .o

_ Total Total . Total Total e

- DEPENDABILITY: Profnptness~ and’ . ) o T I T ? -

réliabildty in attendance . T - — | ’E?;

- — e L

, . RESPONSIBILITY: Willingness 1 37
4 - with'which work is accepted and . . o — ‘e &: .

. - performed - g - . ’ T

, - <

INITIATIVE: Ability to plan and : : . =

~ ’ -]
direct own work ' . — 20,

. ‘ - n g

2o S ’ . -

’ . 1 * Y m :
JUDGMENT: Ability to make sound 2§
decisions : . . ’ : — ) et

N 1y - ° ' . C:‘,P g

" n

9 COOPERATION: Ability to work in g S . ﬁ
harmony with others . . . . , i - 5 ‘
N ' . _ .8 i
. - 8 |
LEADERSHIP: Qualities of under- ' o
standing people and dire;cting . ) — —— ] !
others ) T 1 . ‘ . L - . . 2 }
. ATTITUDES TOWARD WORK: Degree . ’ \ . 3
. of enthusiasm with which one : ’ o] -
performs work ’ z . ! . O 1}
i . .
EMOTIONAL STABILITY: Poise and , S o
self—cont’rol' , ‘ ’ -4 - : I_____ - S }

. - . - I !Q . — i o - ;

|




o

. — e e

mpioyees Performance in Skilled Area:

L
A\

€0z

I Needs Additional”

Students Rating of Training

|

SKILLS “Training
Yes ! No " ExcAllent Good . Fair Poor'
FEXAEL . . . . :
Typewriting ) . . | ) ]
) . Total Total | Toral ' Total l Total I Totall

» Shorthand

~ Iv‘“&“

—

-

Filing

Office Procedures

11

=
—
—

L

Business Math .

Z{
—
=
i
I___.

h g

Dup1icatin§ Procedures
Verbal Communication Skills

Hf%tten Communication Skills

11

-

Accountiag

#*

il

nr

-+
>

Telephone Techniques

< 3
,

Business Machines - ’

- —

Human Re]atioys

]

"y
Overall Rating of SKills

‘

Wit
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" Student Follow-Up Tally Instrument “and Tomposite Keport
Employer Evaluation of Former Students -

5.

~—

.- Suggestions for improvements in or updating of this part1cu]ar

— —- —Page 4

4 .
Comparison of performance of the 1nst1tution trained employee with
on-the-job trained employee:

~ v

Superior ' .. . Better
Total ' ' " Total , |
Comparable to b